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CONTACT US

Document Comments:
We value your feedback on this document.

How are we doing? The Communications & Documentation Team of the electronic
Research Administration (eRA) is dedicated to serving our community and welcomes your
feedback to assist us in improving our user guides. Please send comments about the user
guide to this address: eRACommunications@mail.nih.gov.

Troubleshooting support:

Please contact the eRA Service Desk:

Toll-free: 1-866-504-9552

Phone: 301-402-7469

TTY: 301-451-5939

Web:https://era.nih.gov/need-help (Preferred method of contact)

Hours: Mon-Fri, 7:00 a.m. to 8:00 p.m. Eastern Time

DISCLAIMER STATEMENT

No data shown in illustrations represents any real account, project, or individual. Any
resemblance to actual accounts, projects, or individuals is purely coincidental.
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1 ASSIST

The Application Submission System & Interface for Submission Tracking (ASSIST) is a
web-based system used to prepare applications using the SF424 Research & Related
form set and to submit electronically through Grants.gov to NIH and other participating
agencies.

ASSIST allows participants to do the following:

» Leverage current eRA Commons credentials to access ASSIST

» Delegate application preparation responsibilities to multiple users within and
outside the applicant organization while maintaining appropriate access control and
security

» Populate data from established eRA Commons profiles

» Run validations on federal-wide and agency business rules prior to submission

» Generate Table of Contents, headers, footers, page numbers, etc. automatically

» Print/Preview applications prior to submission in the format used by the agency

» Present to reviewers clear, color PDF images rather than scanned versions of the
application

» Avoid the hassle of preparing and shipping multiple paper copies

ASSIST can support both single-project and multi-project (also known as multi-
component or complex) applications with features presented differently depending on the
type of application, as determined by the entered opportunity number.

1.1 Application Format
All electronic single-project applications prepared in ASSIST will include:

» All required forms necessary for the application package
» All optional forms available for the application package

All electronic multi-project applications prepared in ASSIST will include:

» Asingle Overall Component: The Overall component describes the entire
application and how each of the additional components fit together.

» Other Components: Some number of other component types (e.g., Admin Core,
Project, Core) with predefined data collection requirements set by the agency when
posting the opportunity in Grants.gov

e Summaries: Information compiled from the data provided in the individual
components (e.g., component and categorical roll-ups of budget data).
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Refer to the help topic titled Search for an Application for information on searching for
applications.

Refer to the help topic titled Initiate an Application for information on initiating an
application.

NOTE: Some screens may not display correctly in the Internet Explorer browser with
Compatibility Mode turned on. To ensure that the screens are correctly displayed, turn off
Compatibility Mode or use a different browser.
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2 Latest Updates

2.0.0.1 June 14, 2023

Updates have been made through to reflect the change from FOA number to Opportunity
Number.

2.0.0.2 November 29, 2022

For applications submitted for receipt dates on or after January 25, 2023, applicants will
be required to use FORMS-H application forms packages for submission.

 Information about the upcoming forms changes can be found in the High-level Grant

Application Form Change Summary: FORMS-H.

* More detailed information about deadlines can be found in NOT-OD-22-195.

 FORMS-H will include changes required for the implementation of the 2023 NIH
Data Management & Sharing Policy (DMS). Additional implementation details and
communications will be coming soon.

2.0.0.3 August 24, 2022

About Other Transactional Authority (OTA) Awards, Initiating an OTA Application,
OTA Summary Screen, OTA Form Screen, OTA Application Submission Status, and
Initiate an Application topics have been updated.

2.0.0.4 November 29, 2021

ASSIST documentation and screen captures have been updated to correspond to Forms
G release, which must be used for applications with due dates on or after January 25,
2022. Major changes include the transition to the unique entity identifier (UEI), which will
replace the DUNS number, a requirement for senior/key personnel to possess a
Commons account, and the addition of childcare costs for fellowships.

See a summary of changes
here: https://grants.nih.gov/grants/electronicreceipt/files/high-level-form-change-
summary-FORMS-G.pdf.
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3 Using ASSIST

To navigate through the application in ASSIST, select any of the buttons in the Actions
section, the links in the Component Type section of the left-side navigation area (for
multi-project applications only), or other links located on the ASSIST pages.

Component Tvpe

3.1 Actions

The Actions section of the left-side navigation provides buttons for accessing the
features available for the application (or multi-project component) currently displayed on
the page. Some of these buttons remain on the screen at all times. Other buttons are
removed or added to this area depending on what is being viewed at the time. For
example, for multi-project applications, the available buttons featured in Actions when
the Application Information page is displayed differ from those featured when the Core
Information page is displayed, because the actions taken against an entire application
differ from those taken against an individual component (e.g., Update Submission
Status vs. Update Component Status). The available Actions buttons also may
change depending on the status of an application or component.
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3.2 Component Type

The Component Type section of the left-side navigation appears only for multi-project
applications and lists the different component types included in the application.
Components of the same type are grouped together and displayed under that specific
component type heading (e.g., if three different Project components were initiated, all
three are listed under the Project heading). To view all the components of a certain
component type, click the component type heading, which is displayed next to a plus sign
(+). To hide the components, select the component type heading when the minus sign (-)
is displayed.

The components are listed with numeric identifiers, not the actual component title names;
however optional component short names (when added to a component) display beneath
the numeric identifier and can aid in keeping track of the different components.

Component Type

+ Cwverall

3.3 Breadcrumbs

The breadcrumb links at the top of the ASSIST page may be used to navigate back and
forth through pages already visited. The breadcrumbs display a trail indicating how the
current page was accessed. To view any of the prior pages, select the page name link
within the breadcrumbs.

Home *» Search for Applications » Application Search Results » Application Information * Component Information

3.4 Component Form Tabs

A component is a named, agency-defined collection of data elements that may be
repeated within an application. When the Component Information is accessed for an
Overall or individual component, the included forms for that component are listed across
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the page in tabs. Each tab displays the name of the particular form it represents. To
navigate among the forms, select the form tab.

Sl ReR Cover || Cover Page Other Sites Srikey Research | Cumulative| Planned
Supplement| Project Person Plan Inclusion | Enrollment
Information Profile Report Report

NOTE: The image above is a sample of component form tabs and does not reflect the
forms available for every application.

3.5 Navigational Links

Across the top of every ASSIST page, next to the Logout link, are the links for accessing
the ASSIST Home page (Home), for contacting system support (Contact Us), and for
accessing eRA Service Desk support information (Help Desk). Select the appropriate link
to access this information.

ASSIST

Sponsored by the National nstitutes of Health

3.6 Online Help

Various sources of help exist for the ASSIST. The Welcome page Resources section
contains links for the Application Guide and the ASSIST User Guide. In addition, the
Need Help? icon launches the ASSIST online help feature in a separate browser window.
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Welcome to the Application Submission System —r’_
& Interface for Submission Tracking (ASSIST) @) eed Help?

BEesources

2| INTIATE APPLICATION

___

& HIH Guide for Grants & Contracis

Grants.gov's Find Grant Opportunities

E SEARCH FOR APPLICATION

Search Applications

The online help feature is also available for specific topics by selecting the ? icon from the
various pages in ASSIST. Selecting the icon from a specific page (rather than from the
Welcome page) opens the online help for that specific topic.

Application Information @ 4—

—

L Application Information

44

Crime & Punishment and the Effects on Mental
Health

No matter how online help is accessed, all topics covered in the online help are
accessible via the Contents list on the left side of the online help window.
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A program of the National Institutes of Hoalth

4ApY. W Electronic Research Administration m.‘u'»cni insttutes of Health _’-

You are here: Using ASSIST

If you are having trouble viewing any of the information contasned i this help topic, it can also be found in the Agplication Submission
System & Interface for Submission Tracking (ASSIST) User Guide located online at hittp://era nih.gov/files/ASSIST yser guide.pdf. Refer to
the User Guide's Table of Contents for your specific topic.

Using ASSIST

To navigate through the application in ASSIST, select any of the buttons in the Actions section, the links in the
Select Component Type section of the left-side navigation area, or other inks located on the ASSIST pages.

Many help topics include figures or additional steps for those who need it. This
information is hidden by default with togglers. Click the arrow icons or orange text when
available to expand specific hidden text or figures; click again to hide it.

To add access for a new user:

1. @ Select Manage Access from the Actions panel on the left side of the page
A !:-:.-a \
( MARRLE ALCESS :) '
WD STATLE HERORY Samples of expanded and collapsed help details.
ADG OVERALL COMPONENT /
LPDATE SUBMIETION STATLS
El The User Access Summary page displays.

The Expand All/Collapse All button located above the breadcrumbs at the top of each
help screen expands (or collapses) all hidden text and images within the current topic.

CENAI"

You are here: Manage Access > Add Access for a New User

NOTE: Some screens may not display correctly in the Internet Explorer browser with
Compatibility Mode turned on. To ensure that the screens are correctly displayed, turn off
Compatibility Mode or use a different browser.
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3.7 Logging into ASSIST

ASSIST uses the same login authorization service/account as eRA Commons. All
ASSIST users must use their existing eRA Commons IDs or work through their
organization to obtain them. Anyone with a Commons ID can access ASSIST and initiate
an application.

NOTE: The use of eRA credentials is being gradually phased out during 2021 in favor of
creating a Login.gov account and associating it with your eRA user ID. Eventually
Login.gov will be required, but you can transition to Login.gov at any time. See
Transitioning To and Using Login.gov.

» Toaccess ASSIST via eRA Commons, first log into eRA Commons, then navigate
to ASSIST via module navigation.

e Toaccess ASSIST via ASSIST's log in screen, access the login page here,
https://public.era.nih.gov/assist/, and see the following:

On the ASSIST login screen, there are three login options:
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Login with Login.gov @

0 LOGIN.GOV

Login with eRA Credentials

Username:

Enter Username

Password:

Enter Password

(For External Users Only)

Forgot Password /Unlock Account?

Login with Federated Account

Start typing to search for organization..

Log In with Login.gov

If switching to Login.gov, follow the instructions in Transitioning To and Using Login.gov.
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If you attempt to log in with your normal eRA credentials, and you see one of the following
screens, then you are being transitioned to mandatory use of Login.gov; see Transitioning
To and Using Login.gov.

D LOGIN.GOV m)

Confirmation Required

e e
Access NIH/eRA systems is available via Login.gov ( f -
ccess to /eRA systems is available via Login.go @ ¢g;

« [f you run into issues with login.gov or associating your login.gov
NIH is using login.gov to allow you to

sign in to your account safely and
securely.

account with your eRA account, please contact the eRA Service Desk at
https://grants.nih.gov/support/index.html.
+ You can also refer to login.gov for additional help at

https://www.login.gov/help/
P =ehasbeek P Email address

For additional information:

** Two-Factor Authentication: Accessing_ eRA Modules via login.gov

a X ; - Password - oumEw
Please select Continue to be redirected to LCgIﬂ.EiC‘.' or Cancel to return to

ign in
Car.:e s.:n

Create an account

the NIH/eRA application login page.

Login Steps for eRA Credentials

This method is being gradually phased out during 2021 and will transition to the use of
Login.gov to log into eRA Commons.

Type a valid eRA Commons username in the Username field, type the password and
click the Login button.

Login Steps for IhnCommon Federated Accounts

This login method and subsequent screens are managed by your own organization and
not by eRA Commons. If you have trouble logging in with this method, contact your
institution. eRA cannot help you with federated login problems. See for Federated
Institutions/Organizations Commons Login instructions.

NOTE: If this is the first time using your eRA Commons username and password, log into
eRA Commons first before attempting to access ASSIST. You can use the provided
temporary password to log into eRA Commons for the first time. Once logged in, you will
be prompted to change your password.

Using ASSIST 11 June 14, 2023


https://public.era.nih.gov/commons
https://public.era.nih.gov/commons

ASSIST User Guide

The system displays the eRA Commons page with your login information accessible from
the upper right corner of the page. If your login information is not immediately visible, click

the Person icon u

eRA Commons allows up to six unsuccessful attempts to log in. After the 6th attempt the
account is locked. You will then be prompted to change your eRA Commons password to
gain access to ASSIST.

3.7.1 Transitioning To and Using Login.gov

eRA is moving to two-factor authentication via Login.gov for accessing its external
modules, meaning that log-in will require something you know (password) and something
you have (a phone or other device).

Users of ASSIST must transition to the use of Login.gov credentials, instead of their
Commons username and password, to log in. eRA will begin a phased approach
beginning on September 15, 2021 for enforcing the two-factor authentication requirement
for the NIH recipient community as described in Two-Factor Authentication: Access eRA
Modules via Login.gov (https://era.nih.gov/register-accounts/access-era-modules-via-
login-gov.htm).
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Login with Login.gov

D LOGIN.GOV

Login with eRA Credentials

Username:

Password:

Login Clear

(For External Users '3-11]::]-

Forgot Password /Unleck Account?

Login with Federated Account

Start typing to search for organization

3.7.1.1 Log In with Login.gov

This method uses Login.gov, after a one-time associating of the Login.gov account with
the eRA Commons account. Groups of reviewers are being migrated during 2021; if you
are a user attempting to log in and you are redirected to create a Login.gov account, that
means that you are among a group currently being migrated to mandatory use of
Login.gov. ASSIST users are encouraged to start using Login.gov as soon as possible
before the September 15 deadline.

If you have trouble with the Login.gov process, try these two support sources:

» Login.gov help center: https://Login.gov/help/

* eRA Commons Support Desk (https://grants.nih.gov/support/index.html)

You will continue to retain and maintain the eRA username and password after registering
with Login.gov; however you must always use Login.gov to log into eRA Commons after
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creating the Login.gov account creating and associating it with your eRA credentials. See

https://era.nih.gov/fags.htm#XXIV.

IMPORTANT: BEFORE YOU START THE PROCESS:

» Make sure your eRA Commons account is active and you know your account
password; if you are unsure of the password, then use the Forgot Password/Unlock
Account link located below the username and password fields on the eRA Commons
home screen to change your password (see screenshot below).

* Also, ensure that you not are not using old bookmarked URLs to access eRA
Commons. The URL for eRA Commons is https://public.era.nih.gov/commons/

* Ensure your eRA Commons account is active and unlocked. If your eRA Commons
account is inactive and locked, you must contact the eRA signing official/administrative
official (SO/AQ) at your institution for assistance to activate/unlock your account.

Login with Login.gov

0 LOGIN.GOV

Login with eRA Credentials

Username:

Password:

Login Clear

(For External Users Only)
Forzot Password Unlock Account?

Login with Federated Account

Login
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For those who use InCommon federated credentials, NIH is working with the InCommon
Federation community to determine if and when that service could implement the
necessary two-factor authentication processes to allow that login method to continue in
the future.

3.7.1.2 Detailed Login.gov Steps and Troubleshooting
Accessing ASSIST with Login.gov for the first time
Steps for the Initial Setup at Login.gov

STEP1 STEP 2 STEP3 YOU ARE DONE!

PR

The next time you log into

O LOGIN.GOV

Clickonthe : Associate your login.gov eRA Commons using login.gov.
login.gov option on Creataeua:étgr]‘ltn.gw account with your you will aulomati?:all% bz
eRA Commons eRA Commons account redirected to eRA Commons

(one-time only) without having to log in again,

STEP ONE — Click the Login.gov option on ASSIST login screen

Tip: If Login.gov has become mandatory for you, then upon entering normal eRA
credentials, you will be redirected automatically to the Confirmation Required popup
below to start the Login.gov process, and will not be able to log in until you complete it.

1. Onthe eRA Commons login screen, click on the Login.gov logo in the login
section.

Login with Login.gov

(U LOGIN.GOV ]

2. You will be presented with a Confirmation Required dialog. Click Continue and you
will be redirected to https://secure.Login.gov.
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Confirmation Required

D LOGIN.GOV

8 o ©

{s7]

NIH is using login.gov to allow you to
sign in to your account safely and
securely.

Email address

Password

Create an account

NOTE: If you already have a Login.gov account, enter your email address and password
and click Sign In. Complete the two-factor authentication method that you have already
configured for your Login.gov account (text message, authentication application, etc.) and
you will go directly to STEP THREE below.

STEP TWO — Create a Login.gov account

1. Click the Create an account button on the initial Login.gov screen. You will be
presented with the Login.gov Create Your Account screen.
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Create your account

Entar your emall address

Select your email language preference

lagen. gov allows you o recenve your email commaunicatien in English,
Spanish ar French,

© Englizh (dedault

2. Enter your email address and select the box to accept the Login.gov Rules of Use
and click Submit.

NOTE: Use an email address that you will always have access to, not one that is
dependent on your current institution, because you will need access if you ever
reset your password. You use the same Login.gov account and eRA account
regardless of your current institution.

3. You will receive an email from Login.gov asking you to confirm your email address.

DLOGIN.GOY

Confirm yeur email

Confirm email address

4. Complete the process to confirm your email address by selecting the “Confirm email
address” link included in the Login.gov verification email.
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5. You will be returned to the Login.gov site where you will be presented with the
Create a Strong Password screen. Following the password guidelines, enter a new
password you would like to use for your Login.gov account.

OLoainaoy m)

& 'ou have cont

Create a strong pas,swnrd

uuuuuuu

6. Choose an authentication method from the multiple authentication methods
available to you (a security code to a phone, a list of codes, an authentication
application, a security key, or a government employee ID).
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D LOGIN.GOV w

Authentication method setup

Add a second layer of security so anly you can sign in to your
BCCount,

© Keep this information safe. You will be locked out and have
o Create a new account if you Lose y thentication

method.

Select an option to secure your account:

) Security key

Use a secu:

ty key that you have. It's a physical device that
yiou plug r that is built in to your computer or phone (it

often looks like a USB flash drive). Recommended because it

MORE SECURE

is mare phishing resistant

) Government employee ID

Imsert your government or military PV or CAC card and enter

MORE SECURE

your PIN,

O Authentication application
Get codes from an app on your phone, computer, or tablet,

Recommended because it is harder to intercept than texts or

phane calls.

O Phone
Get security codes by test message (SMS) or phone call
Flease do not use web-based (VOIF) phone senv

1 Backup codes
We'll give you 10 codes. You can use backup codes as your

wthentication method, but it is the least

recommended method since notes can get lost. Keep them

in a safe place.

LESS SECURE

Cangel account creation

7. If you select a phone, click the Phone radio button, and click Continue.

NOTE: NOTE: If you are unsure if your phone is VOIP, then make sure to use a cell
phone.

8. Enter your phone number and click Send Code.
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O LOGIN.GOV m)

kkdk kkk

Send your security code via text
message (SMS) or phone call

rity code sach time you sign in,

nay apply. Please do not wse web-based
P phone sendces

Fhone number

How should we send you a code?

9. Enter the security code received by text message.

10. You will be presented with a confirmation screen showing that your phone was
successfully added to your account. Your account creation at Login.gov is now
completed. Click the Agree and Continue button and you will be redirected back to
ASSIST.
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0 LOGIN.GOV m)
@ Aphone was added to Your account.,
‘ 8 \
You are now signing in for the first
time
We'll share this information with NIH:
® Email address
Tib J I

NIH will only use this information to Connect T your 3ccoun

STEP THREE — Associate your Login.gov account with your eRA
Commons/ASSIST account (one-time only)

1. After following the STEP TWO procedures, you will be redirected back to eRA
Commons and presented with the Associate your eRA Account screen (see below).
Enter your eRA/ASSIST credentials — username and password — to associate your
Login.gov account with your eRA Commons account. You will only do this once
unless you decide to use a different Login.gov account.
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" U.S. Department of Health & Human Services m Mational Institutes of Health

@ Office of Extramural Research

) A Electronic Research Administration
A program of the National Institutes of Heaith

Associate your eRA Account

Authentication Source: J LOGIN.GOV
Login.gov Primary Email Address: univ@univ.com

eRA Credentials
eRA User ID:

eRA User Password:

-

© INFORMATION!

.

Please enter your eRA account username and password. Entering an incorrect password
account being locked.
If you do not remember your eRA account username, please contact your organization's £
If you do not remember your eRA account password or your account is locked:
o Click on malForgnt Password/Unlock A«::munllink and complete the Reset Passwo
o Once your account password is changed, you will be returned to this screen to con
If you enter a temporary password for your eRA account on this screen, you will be redire
to set a new permanent password. You will then be returned to this screen to continue the
If you enter a temporary password for your eRA account that has already expired, you will

screen to restart the Reset Password process. Once you complete that process and your
be returned to this screen to continue the process to associate your Login.gov account wi

Continue

This is a U.S. Government compuler system, which may be accessed and used only
for authorized Gowernment business by authorized personnel, Unauthorized access
or use of this computer system may subject viclators to... more

2. This association process will not work without the correct eRA credentials. If you are
at all unsure of your password, click the Forgot Password/Unlock Account link in
the blue INFORMATION box. Then follow the onscreen prompts to reset your

password:

i. First, submit your eRA Commons user ID and the email associated with it.
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ii. Check your email for a temporary password, then click Continue in the Reset
Password screen below:

;_C((. U.S. Department of Health & Human Services m National Institutes of Health @

i) A Electronic Research Administration
A program of the National Institutes of Health

Reset Password

Password has been reset successfully for user eRATest.
An email containing the new password has been sent to the following email address:

Application Links:

« Commons: https://public.era.nih.gov/commonsplus/

» iEdison: https:/public.era.nih.gov/iedison
» Facts: https://public.era.nih.gov/facts/sd

iii. You are presented with the Change Password screen; follow onscreen
instructions to reset your password, then click the link for the Commons home
page.

iv. You are returned to the Associate your eRA Account screen, where you can
now enter your correct eRA credentials.

v. If your eRA credentials are validated, then your Login.gov account will be

successfully associated with your eRA Commons account, and you will
directly access the eRA Commons.

YOU ARE DONE — You will be returned to eRA Commons, where you can navigate to
the ASSIST module. After completing the Login.gov process, you must use the Login.gov
login method exclusively to log into ASSIST from now on. The next time you log into
ASSIST using Login.gov, you will be automatically authenticated and re-directed to
ASSIST.

Accessing ASSIST after completing Login.gov account creation and association
to eRA account:
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After you create a Login.gov account and associate your eRA Commons account with it,
you must use the Login.gov option on the ASSIST home screen.

1. Onthe ASSIST home screen, click on the LOGIN.GOV logo in the login section.

2. Loginto ASSIST with your Login.gov credentials (email and password) and the
additional authentication method you set up with your Login.gov account. You will
be automatically taken to the ASSIST landing screen.

Tip: If you do not want to enter a code every time, click the box that states, ‘Remember
this browser.’ If you use the same browser and computer to log into eRA Commons,
Login.gov will remember these settings and not require you to complete the two-factor
authentication process each time you log in, and you will directly access ASSIST.

DLOGIN.GOV m)

Enter your security code
We sent a security code to ***=-"**.1701 . This code will expire in 10

One-time security code

¥ Get anather code | Remember this brows:

Don’t have access to your phone right now?

Troubleshooting login problems with Login.gov

IMPORTANT: Make sure your eRA Commons account is active and you know your
account password before attempting to complete the Login.gov process; if you are
unsure of either, then use the Forgot Password/Unlock Account link on the main
Commons login screen to change your password prior to attempting to associate your
Login.gov account with your eRA Commons account.

If you tried to log in using Login.gov, and it did not work, please perform the following
before contacting the eRA Service Desk:
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1. Clear your browser cache/history and then close and restart your browser.

2. Make sure you are not using a bookmark that points to an older URL address.
Delete your bookmark and go to the main eRA system URL directly. For instance:
a. https://public.era.nih.gov/commons/

b. https://public.era.nih.gov/assist/
c. https://public.era.nih.gov/iar
d. http://m.era.nih.gov/icmb

3. Ifit still does not work, please contact the eRA Service Desk at
https://grants.nih.gov/support/index.htmi

3.7.2 Federated Institutions/Organizations Commons Login

This topic provides information on the following:

e Logging in with InCommon Federated Account
» Associating your eRA Commons account to your InCommon Federated account

» Troubleshooting issues when associating your InCommon Federated account to
your eRA account

» Two-factor authentication for IhnCommon Federated Accounts (use of InCommon
Federated accounts without two-factor authentication is not permitted)

Effective September 15, 2021, several thousand organizations are now available in the
type-ahead search box for InCommon Federated accounts on the eRA Commons login
screen. While many organizations appear in the list, they don't all support NIH’s two-
factor authentication standards. To use an InCommon Federated account to login to
Commons, your organization must support NIH'’s two-factor authentication standards and
you must have two-factor authentication setup for your organization’s account.

When you select an organization from the type-ahead search box and click the Login
button, you will be redirected to the organization’s sign in site where you will complete the
login process for the organization. If the organization supports NIH’s two-factor
authentication standards, you will be prompted to complete their two-factor authentication
login process, and if successful, you will automatically be redirected back to eRA
Commons and automatically authenticated and logged in.

If your organization does not support NIH’s two-factor authentication standards and you
do not have two-factor authentication setup for your organization’s account, you will not
be able to login using your InCommon Federated account. There are several situations
where you may receive an error message during the login process, and this depends
upon the InCommon Federated organization and how they integrate with NIH Login.
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» After you select an organization from the type-ahead search box and click the Login
button, you might receive an error message from NIH that says your organization
does not support NIH’s two-factor authentication standards.

» After you 1) select an organization from the type-ahead search box, 2) click the
Login button, 3) and are redirected to the organization’s sign in site, you might
receive an error message from the InCommon Federated organization that says
your organization does not support two-factor authentication.

» After you complete the login process for your organization, you might receive an
error message from the InCommon Federated organization that says you have not
set up two-factor authentication for your organization’s account.

If your InCommon Federated organization does not support NIH’s two-factor
authentication standards and you do not have two-factor authentication setup for your
organization’s account, you are required to use Login.gov; see Transitioning To and
Using Login.gov.

Note that the two-factor authentication process and software used to support two-factor
authentication varies across InCommon Federated organizations. Specific questions
about your organization’s ability to support NIH’s two-factor authentication standards or
the availability of two-factor authentication for your InCommon Federated account can be
directed to your Organization Administrators. Compliance and contact information can be
found here: https://auth.nih.gov/CertAuthV3/forms/help/compliancecheckhelp.html

InCommon Federated accounts, previously limited to only eRA scientific accounts, is now
opened up to eRA administrative accounts effective September 15, 2021. However, if you
have more than one eRA administrative account, wait to switch any of your administrative
accounts as eRA is working on a solution that will support users with multiple eRA
accounts that should be available in early 2022.

For further information, see Two-Factor Authentication: Access eRA Modules via an
InCommon Federated Account.

3.7.2.1 Accessing Commons with Your Organization Credentials

1. Navigate to the Commons login page.

2. Inthe Login with Federated Account section of the login page, type part of your
organization's name, then select the appropriate organization from the dropdown.
Because the list is long, the dropdown is a type-ahead field, meaning you type all or
part of your organization's name and a shorter list drops down, showing only those
options that match the text you entered.

3. Click the Login button.
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Login with Federated Account @

|5tart typing to search for organization..

4. You are redirected to the InCommon Federated organization’s login site, where
your organization's sign in page displays.

A 1 Identity Provider
———
Login to NIH Dev SP

NetlD

» Forgot your MetlD Password?

y Meed Help?
Password

[ Don't Remember Login

123 Main 5t. Somewhere, MD 20852
1-800-123-555-0000
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5. Enter your InCommon Federated organization account credentials (e.g., username
and password).

If two-factor authentication is setup and enabled for your account, you will be
prompted to complete the two-factor authentication process for the InCommon
Federated organization.

NOTE: The two-factor authentication process and screens are managed by your
own organization and not by eRA. If you do not know your credentials at your
organization or you are having trouble with your organization's login screen, you will
need to contact your organization. The eRA service desk cannot help you with this
screen.

After successfully logging into your organization’s account using two-factor
authentication, you will be redirected back to eRA Commons. If eRA determines
that your organization’s account is already associated with your eRA account, you
will be successfully logged into Commons and can start using the system without
having to log in again.

If your organization account is not linked to your eRA account, you will be prompted
to associate your InCommon Federated account with your eRA account. See the
next section.

If your InCommon Federated account is not associated with your eRA account:

If eRA determines that your organization’s account is not associated with your eRA
account, you will be prompted to do so via the Associate your eRA Account screen. This
is a one-time process.
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J\{(‘_ U.S. Departmant of Health & Human Services m National Institutes of Health

) A Electronic Research Administration
A program of the National Institutes of Health

Associate your eRA Account

@ Office of Extramural Resaarch

Authentication Source: Federated Credentials
Institution/Organization Name:
Username:

eRA Credentials

eRA User ID:

eRA User Password:

&®

© INFORMATION!

Please enter your eRA account username and password. Entering an incomect password multiple times c:
your @RA account being locked.
If you do not remember your eRA account username, please contact your organization's Account Adminis!
help.
If you do not remember your eRA account password or your account is locked:
= Click on lhq Forgot Password/Unlock ﬂocoum]ink and complete the Reset Password/Unlock Accou
= Once your account password is changed, you will be returned to this screen to continue the associz
process.
If you enter a temporary password for your eRA account on this screen, you will be redirected to the Chan
Password screen to set a new permanent password. You will then be returned to this screen to continue t
association process.
If you enter a temporary password for your eRA account that has already expired, you will be redirected fo
FPassword screen to restart the Reset Password process. Once you complete that process and your accol
password is changed, you will be retumned to this screen to continue the process to associate your Federa
account with your eRA account.

This is a U.5. Government compuler sysiem, which may be accessed and
used only for authorized Government business by authorized personnel
Unauthorized access or use of this computer system may subject violalors
12... more

Before You Associate Your eRA Account With Your InCommon Federated Account

» Make sure your eRA Commons account is active and you know your account password;
if you are unsure of either, then use the Forgot Password/Unlock Account link in the
blue INFORMATION box of the screen; see screenshot above. The Reset Password
screen displayed will ask for your User ID (your eRA Commons username that you use to

log into Commons) and email address.

» Also, ensure that you not are not using old bookmarked URLs to access eRA Commons.
The URL for eRA Commons is https://public.era.nih.gov/commons/.

» Make sure you have an active account with an organization that participates with the
InCommon Federation and you know your password. Your organization must support
NIH'’s two-factor authentication standards and you must have two-factor authentication

enabled for your account.

To associate your eRA account with your Incommon Federated Account:

1. Inthe Associate Your eRA Account screen, enter your eRA Commons User ID and

password.
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2. Click the Continue button.

If successful, your eRA account will be associated with your organization's account,
and you will be successfully logged into Commons and can start using the system
without having to login again.

Now that you have completed the one-time association process, you will be able to
log into Commons using your InCommon Federated Account without having to
enter your eRA account username and password. You will only need to sign into
your organization’s account using two-factor authentication.

If eRA cannot authenticate the Commons User ID or password you provided, the
following message will display:

Either the information entered is invalid or you are not enrolled in the eRA
Commons. To keep your information secure, we may lock your account if you
continue to enter incorrect login information. Please see your organization's
account administrator for assistance (ID: 200523).

Other issues might prevent eRA from associating your accounts. Please read all
messages and tips that appear on the screen during this process. You may also
refer to the section below titled Why Can't | Associate My InCommon Federated
account to My eRA account?.

3.7.2.2 Why Can't | Associate My InCommon Federated account to My eRA
account?

If you are with an organization participating in the InCommon Federation, but you are
having trouble associating your eRA account with your organization’s account, one of the
following scenarios might be the issue:

Are you trying to use a temporary password?

If you have not yet created your own eRA account password and are attempting to
associate your accounts using the system-assigned, temporary password for your eRA
account, you will receive an error. You must change your eRA account password to one
of your choosing before you can associate your accounts.

To do so, navigate to the Commons home page. Use the Commons Login fields to log into
Commons with your Commons ID and temporary password. You should be prompted to
change the password.

After successfully changing your eRA account password, log back in following the steps
described in Refer to the section of this document titled Accessing Commons with Your
Organization Credentials on Page 26.

Is your current eRA Account password expired?
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You will not be able to associate your accounts if your eRA account password is expired.
Navigate to the Commons home page. Use the Commons Login fields to log into
Commons with your expired password. Commons will present the Change Password
screen on which you can update your password. See Reset Your Expired Password.

After successfully changing the password for your eRA account, log back in following the
steps described in Refer to the section of this document titled Accessing Commons with
Your Organization Credentials on Page 26.

Is your eRA account locked due to multiple unsuccessful logins?

You can reset your eRA account by clicking the Forgot Password/Unlock Account link
on eRA Commons home page. Commons will generate a new, temporary password for
you.

Once you follow the steps for changing the temporary password for your eRA account to
one of your choosing, you can log back in following the steps described in Refer to the
section of this document titled Accessing Commons with Your Organization Credentials
on Page 26.

In all other cases, please contact the eRA Service Desk to resolve this issue.

3.7.3 Changing Your Password

You can change your password for many reasons including if you've forgotten it, if your
password has expired, if your account has been locked, etc. When changing your
password, remember that all passwords must follow the NIH eRA Password Policy.

3.7.3.1 Forgot Password/Unlock Account

If you have forgotten your password or if your account has been locked, you can submit a
request to reset your password. Submitting this request generates a new, temporary
password, which is sent to the email address contained in your Commons personal
profile. To reset your password:

1. From the ASSIST login page, click the Forgot Password/Unlock Account link.

Login
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The Reset Password screen displays.

2. Enter your User ID (this is the same as your User Name) and Email address into
the displayed fields. Both fields are required. The email address must match that of
your personal profile in Commons.

3. Select the Submit button.

Reset Password @

" Indicates required field

UseriD: " Wshakespeare
miaik: " TheBard@email.com

']
Dapartmant of Health © 2013 NIM. All Rights Resaned.
f and Human Servioes Sowen Rendered: 01292012 09:00:21 EOT =

Soreen Id: AMS00 101045
Version: 10500

GRAMTS.GOW"
BUCCEED.

FING., APPLY

The system returns to the ASSIST login page. Check the email account associated with
your profile for the new, temporary password. Once received, log into ASSIST again.

4. Use your existing User Name and the temporary password to log into ASSIST
again.

5. Atthe prompt, enter a new password of your choosing for your account. Continue to
use this password until it expires.

3.7.3.2 Expired eRA Password

If your eRA Commons password has expired you will be prompted to change their eRA
Commons password when attempting to access ASSIST. Once the password is changed
you will be able to access ASSIST.

Access the following link for more information regarding changing your password
https://era.nih.gov/commons/faqg commons.cfm#l113

3.8 Manage Access

Application access is controlled by assigning appropriate access levels or privileges to
system users. An access level is a group of privileges. Privileges control the extent to
which each person working on an application can view and/or edit application data.

Users from the applicant organization that log in to ASSIST using an eRA Commons ID
with an SO role automatically have the Access Maintainer privilege needed to manage
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privileges for other users. Users with the SO role can also assign the Access Maintainer
privilege to other users within their institution.

Application access can be controlled across three variables:

1. Editvs. View

2. Entire application vs. specific component within an application (for multi-project
applications)

3. Budget data vs. Non-Budget data

It is not necessary for all users who access an application to be affiliated with the
applicant organization, although certain functions are only available to affiliated users. For
example, only users affiliated with the applicant organization hold the Access Maintainer
privilege for an application.

Because all users granted access via this screen have the ability to edit the application, it
is not necessary to route to PD/PI or route to SO. Routing history is not necessary
because you can view status history for the entire application, and you can view access
history for an individual user on the User Access Summary screen.

3.8.1 Privileges Automatically Available in ASSIST Based on
eRA Commons Role

Some privileges are automatically available based on the organization and roles
associated with the eRA Commons ID used to access ASSIST. Since these privileges
cannot be individually granted or revoked with ASSIST, the Manage Access interface
does not display all users that hold these automatic privileges.

Signing Official (SO) at the lead application organization:

« Initiate application

» Assign, modify, or revoke application access for other users

» Delegate ability to assign, modify, or revoke application access for other users

» Edit entire application

» Submit application (must be SO at lead applicant organization AND have valid
Grants.gov Authorized Organization Representative credentials)

» Update the component status from WIP to Final (without setting it to Complete)

Administrative Official (AO) at the lead applicant organization:

« Initiate application
» Edit entire application
» Update the component status from WIP to Final (without setting it to Complete)
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Principal Investigator (PI) identified on an application:

» Edit entire application

» Delegate access to another Pl on their behalf enabling delegated PI to initiate and
work on HSS request.

3.8.2 Delegations from Commons that are supported within ASSIST:

Delegations from Commons

S Delegated
Authority i Delegated To Description
Type L
SO, AA, AO are giving this authority on
behalf of one Pl to another PI, which
enables this second P to initiate and
submit a progress report or initiate and
submit an HSS request for the first PI.
This delegation also gives the delegated
SO, AA, AO Pl the authority to gupmit prog.ress
Progress reports for the Institution Note: An AO
(on behalf of | PI
Report PI) can work on the progress report, and
therefore should be able to work and edit
an HSS request. However, the AO
cannot submit a progress report and
should not be allowed to submit an HSS
request in ASSIST. The privileges for AO
in ASSIST with regards to HSS requests
will be the same as the PI.
Any active
user within the
Organization
(this includes
the PI, SO, AA . o
Progress =y or AO or Enablels the authorized user to initiate
Report anyone else and edit an RPPR or HSS request
who has a
commons
account so
that whoever
Using ASSIST 34 June 14, 2023




ASSIST User Guide

Delegations from Commons

they delegate
to can initiate
and edit an
RPPR or
initiate and
editan HSS
request on
their behalf.)

Enables the Pl to submit (progress report

Submit SO, BO Pl or HSS Request)

IMPORTANT: In the case of multi-project applications, once the DUNS or UEI (Unique
Entity Identifier) number is entered on the SF424 R&R for a component, then similar
automatic privileges apply for that specific component. For applications due on or after
January 25, 2022, applicants must have a UEI at the time of application submission;
see NOT-OD-21-170. You cannot revoke the automatic access given to the SOs of the
component through Manage Access. However, when the component is in any status
other than Work In Progress, the component can only be edited by individuals that are
granted edit access to the entire application (the automatic access provided at the
component level alone is insufficient). This provides the applicant organization with the
ability to limit editing as they are pulling together the application. Access can be
restricted to the component lead through Manage Access at any time and when the
component is in any status.

See Also

o Add Access for a New User

Modify User Access for an Application

Revoke Access to an Application

Manage Access History

User Access History

3.8.3 Add Access for a New User

ASSIST users with the appropriate authority can add access rights to new users. Access
can be assigned for editing the application or for only viewing it. In addition, users can be
restricted from (or allowed to) edit budget information on an application. Users can also
be granted authority to maintain access to other users. The Access Maintainer needs to
know the eRA Commons ID of a user in order to grant them access to the application.
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To add access for a new user for single-project or multi-project applications, follow the
appropriate steps as listed below.

3.8.3.1 Access for Multi-Project Applications

1. Select Manage Access from the Actions panel on the left side of the page.

Aprtions a

C MAMAGE ACCESS )

ADD MEW COMPOMENT

DISPLAY COMPOMENT STATUS
CHANGE COMPOMENT ORDER
PREVIEW APPLICATION
VALIDATE APPLICATION
VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS
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2. The User Access Summary page displays.

User Access Summary @

Tips:

s AR

View Access History

Hon-

. Project
User Primary Organization Rale Component ID: Title  Budget Budget
Fl AUSTEN M POfF roieral Mon Han
PIALIST PO/ n
Fil_AUSTEN Pre 45 re&: Pride
Le Prej & an
Hu
Fl CRANE oject 662
ad of
Ha
FIDOWLE UNNMERSITY = Project 29%-Core Study in
e
Add User

Al

ACCESS
Maint

Stabus
Maint

3. Select the Add User button at the bottom of the page.

The Add New User page displays.

4. Enter the eRA Commons ID into the Username field of the User Information

portion of the page.

5. Select the Submit button.

The matching User and Primary Organization information populate on the page.
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Add New User @
USER INFORMATION
IM SITY
Project Hon- Access Status
Role Component ID: Tite Budget Budget All Maintainer Maintainer
; - - ) - l_
- - - r
- 1 - ) - l_
- - - l_

6. Select the appropriate access for the Overall Component and/or additional
components or the Entire Application. Access is assigned by selecting one of the
options - None, Edit, or View - from the Budget, Non-Budget, and All drop-down
lists for the Overall Component, specific component, or Entire Application. If you are
assigning different access levels for Budget and Non-Budget information, use the
individual drop-down lists for Budget and Non-Budget; however, when you are
assigning the same access level for both Budget and Non-Budget data, you should
use the All selection.

7. Optional: Select the checkbox for Access Maintainer if the user is being granted
authority to provide and control access to other users. The following rules govern
the Access Maintainer privileges:

e Only an SO/AOR with the Applicant Lead Organization can grant or revoke
the Entire Application Access Maintainer access level. This can only be
granted to a Pl or ASST associated with the institution of the SO/AOR.
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» Any user holding the Entire Application Access Maintainer access level has
the ability to grant Entire Application Access levels — other than the Entire
Application Access Maintainer level —to any AA, AO, ASST, PI, or SO.

» Only an SO/AOR with the Component Lead Organization can grant or revoke
the Component Access Maintainer level. This can only be granted to a Pl or
ASST associated with the institution of the SO/AOR.

» Any user holding the Component Access Maintainer access level has the
ability to grant any Component Access levels — other than Component Access
Maintainer —to any AA, AO, AST, PI, or SO.

8. Optional: Select the checkbox for Entire Application Status Maintainer if the user is
being granted authority to update the status for the entire application.

e Only an SO or AO from the Applicant Lead Organization can grant or revoke
the Status Maintainer access level.

» By default, the Initiator of the application is given access to this level.

» Status Maintainer level includes the ability to update the status of an individual
component (Complete, Final, Abandoned, WIP) as well as the status of the
entire application (All Components Final, Abandoned, Ready for Submission).

» The Status Maintainer privilege for an entire application cannot be granted to
an individual who does not hold the entire application Edit privilege as well
(i.e., All column, option Edit). The checkbox for the Status Maintainer
privilege is disabled until the Edit privilege is added for that individual.

9. Selectthe Save button to save the changes.

After saving the changes, the User Access Summary page displays. The added user and
corresponding access information are included in the displayed table.

ASSIST automatically sends an email notification to the user assigned the access. The
email notification informs the user of the access levels given, to which application or
components of that application the access applies, and the user who granted the access.
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3.8.3.2 Access for Single-Project Applications

1. Select Manage Access from the Actions panel on the left side of the page.

Actions 2

C MAMAGE ACCESS )

ADD OPTIONAL FORM

PREVIEW APPLICATION

VALIDATE APPLICATION

VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

The User Access Summary page displays.

User Access Summary @

Ti ps:

» Access Summary

User Primary (rganization
ALSTEN UHIVERSITY OF PEMEERLEY

Project Hon-
Bole Budget Budget
Add User

Acces
All Maint

Status
Maint

2. Select the Add User button at the bottom of the page.

3. Onthe displayed Add New User page, enter the eRA Commons ID into the
Username field of the User Information portion of the page.

4. Select the Submit button.
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The matching User and Primary Organization information populate on the page.

Add New User @

v = Add Mew Liser

USER INFORMATION

Project Role Budget

EIMGLEY, CHARLES
UNHIVERSITY OF PEMBERLEY
ACCess Status
Hon-Budget Al Main tainer Maintainer
w [} - - r I_
- _—“—-‘

5. Select the appropriate access for the application. Access is assigned by selecting
one of the options - None, Edit, or View - from the Budget, Non-Budget, and All
drop-down lists. If you are assigning different access levels for Budget and Non-
Budget information, use the individual drop-down lists for Budget and Non-
Budget; however, when you are assigning the same access level for both Budget
and Non-Budget data, you should use the All selection.

6. Optional: Select the checkbox for Access Maintainer to grant the authority to
provide and control access to other users. The following rules govern the Access

Maintainer privileges:

» Only an SO/AOR with the Applicant Lead Organization can grant or revoke
the Access Maintainer access level. This can only be granted to a Pl or ASST
associated with the institution of the SO/AOR.
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» Any user holding the Access Maintainer access level has the ability to grant
access levels — other than the Access Maintainer level — to any AA, AO,
ASST, PI, or SO.

7. Optional: Select the checkbox for Status Maintainer if the user is being granted
authority to update the status for the entire application.

e Only an SO or AO from the Applicant Lead Organization can grant or revoke
the Status Maintainer access level.

» By default, the Initiator of the application is given access to this level.

» The Status Maintainer privilege for an application cannot be granted to an
individual who does not hold the entire application Edit privilege as well (i.e.,
All column, option Edit). The checkbox for the Status Maintainer privilege is
disabled until the Edit privilege is added for that individual.

8. Select the Save button to save the changes.

After saving the changes, the User Access Summary page displays. The added user and
corresponding access information are included in the displayed table.

3.8.4 Modify User Access for an Application

ASSIST users with the appropriate authority may view and modify the access of other
users. Access can be assigned for editing the application or for only viewing it. In addition,
users can be restricted from (or allowed to) edit budget information on an application.
Users can also be granted authority to maintain access to other users.

To view and modify access for an existing user for single-project or multi-project
applications, follow the appropriate steps as listed below.

3.8.4.1 Modify Privileges for Multi-Project Applications

1. Select the Manage Access button from the Actions panel on the left side of the
page.
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Artions 6

C MAMAGE ACCESS )

ADD MEW COMPOMENT

DISPLAY COMPOMNENT STATUS

CHANGE COMPOMENT ORDER

PREVIEW APPLICATION

VALIDATE APPLICATION

WVIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

The User Access Summary page displays.
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User Access Summary @
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2. The User column displays names as hyperlinks. Select the name of the user whose
access is being modified.

The User Access Detail page displays.
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iy

User Access Detail

User Information

Project Hon ACCESS Status
Rale Componant I Title Budget Budget All Mabntainer  Maintabfer

E1| EX| BN E

m Revoke All Accesses

3. Make the appropriate changes by selecting the access for the Overall application,
entire application, and/or additional components. Access is assigned by selecting
one of the options - None, Edit, or View - from the Budget, Non-Budget, and All
drop-down lists for the Overall Application or specific component.

4. Optional: Select the checkbox for Access Maintainer if you are granting authority
to provide and control access to other users. The following rules govern the Access
Maintainer privileges:

* Only an SO/AOR associated with the Applicant Lead Organization can grant
or revoke the Entire Application Access Maintainer access level. This can only
be granted to a Pl or ASST associated with the institution of the SO/AOR.
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» Any user holding the Entire Application Access Maintainer access level has
the ability to grant Entire Application Access levels — other than the Entire
Application Access Maintainer level —to any AA, AO, ASST, PI, or SO.

» Only an SO/AOR associated with the Component Lead Organization can
grant or revoke the Component Access Maintainer level. This can only be
granted to a Pl or ASST associated with the institution of the SO/AOR.

» Any user holding the Component Access Maintainer access level has the
ability to grant any Component Access levels — other than Component Access
Maintainer —to any AA, AO, AST, PI, or SO.

5. Optional: Select the checkbox for Entire Application Status Maintainer if the user is

being granted authority to update the status for the entire application.
e Only an SO or AO from the Lead Applicant Organization can grant or revoke

Status Maintainer access level.

» By default, the Initiator of the application is given access to this level.

» Status Maintainer level includes the ability to update the status of an individual
component (Complete, Final, Abandoned, WIP) as well as the status of the
entire application (All Components Final, Abandoned, Ready for Submission).

6. Select the Save button to save the changes.

ASSIST automatically sends an email notification to the user whose access has been
modified. The email notification informs the user of the changes made to the access
levels, to which application or components of that application the access applies, and the
user who changed the access.

NOTE: Select the View User Access History link on the User Access Detail page to
view details about the access levels granted and revoked for this specific user. Refer to
the help topic titled User Access History for more information.

Refer to the help topic titled Revoke Access to an Application for information on revoking
a user's access to the application and components.

3.8.4.2 Modify Privileges for Single-Project Applications

1. Select the Manage Access button from the Actions panel on the left side of the
page.
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Artions 6
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PREVIEW APPLICATION
YALIDATE APPLICATION
WVIEW STATUS HISTORY

UPDATE SUBMISSION STATUS
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The User Access Summary page displays.
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User Access Summary @

» Access Summary

Wiew Access History

User Primary Organization
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2. The User column displays names as hyperlinks. Select the name of the user whose

access is being modified.

The User Access Detail page displays.
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User Detail

User Access Detail @

User Infoermation

View User Access History

EBENMET

UNIVERSITY OF PEMEBERLEY

Access Status

Project Role Budget Hon-Budget All Maintainer Maintainer

m Revoke All Accesses

3. Make the appropriate changes by selecting one of the options - None, Edit, or View
- from the Budget, Non-Budget, and All drop-down lists.

4. Optional: Select the checkbox for Access Maintainer if you are granting authority
to provide and to control access to other users. The following rules govern the

Access Maintainer privileges:
» Only an SO/AOR associated with the Applicant Lead Organization can grant

or revoke the Access Maintainer access level. This can only be granted to a PI
or ASST associated with the institution of the SO/AOR.
* Any user holding the Access Maintainer access level has the ability to grant
Application Access levels — other than the Access Maintainer level —to any
AA, AO, ASST, PI, or SO.
5. Optional: Select the checkbox for Status Maintainer if the user is being granted

authority to update the status for the entire application.
* Only an SO or AO from the Lead Applicant Organization can grant or revoke

Status Maintainer access level.
» By default, the Initiator of the application is given access to this level.
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» The Status Maintainer privilege for an application cannot be granted to an
individual who does not hold the entire application Edit privilege as well (i.e.,
All column, option Edit). The checkbox for the Status Maintainer privilege is
disabled until the Edit privilege is added for that individual.

6. Selectthe Save button to save the changes.

3.8.5 Revoke Access to an Application

ASSIST users with the appropriate authority may view and modify the access of other
users, including revoking access to components or the entire application.

NOTE: There are sample figures in this topic for both single-project and multi-project
applications. When referencing a figure, please verify it is the appropriate image for your
type of application.

To revoke access for an existing user:

1. Select the Manage Access button from the Actions panel on the left side of the
page.

Actions

C MAMAGE ACCESS )

ADD MEW COMPOMENT

DISPLAY COMPOMEWT STATUS

CHAMGE COMPOMNENT ORDER

PREVIEW APPLICATION

VALIDATE APPLICATION

YIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

The User Access Summary page displays.
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2. The User column displays names as hyperlinks. Select the name of the user whose
access is being revoked.

The User Access Detail page displays.
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U Ditas
User Access Detail @
User Information
View User Access History
! » P
Project Hon ACCESS Status
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m Revoke All Accesses

3. Revoke access in one of the following manners:

To revoke specific access: Update the Budget, Non-Budget, and/or All access by
selecting None from the corresponding drop-down list and click the Save button to
save the changes.

-OR-

To revoke access maintainer: Unselect the checkbox for Access Maintainer to
remove this ability from a user and click the Save button to save the changes.

-OR-

To revoke status maintainer: Unselect the checkbox for Status Maintainer to
remove this ability from a user. Click the Save button to save the changes.
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-OR-

To revoke all set access levels: Select the Revoke All Accesses button. At the
confirmation message Are you sure you want to revoke access to the application
from this user? select the Continue button.

The Status Maintainer privilege for an entire application cannot be granted to an
individual who does not hold the entire application Edit privilege as well (i.e., All
column, option Edit). For this reason, revoking an individual's Edit privilege for the
entire application also removes that individual's Status Maintainer privilege (where
applicable).

Users whose access has been revoked receive email notifications informing of the
changes. The email includes the application, the person who revoked the access, and the
access level revoked.

IMPORTANT: Some access levels cannot be revoked. The institution-based privileges
automatically granted to SOs and AOs cannot be revoked. The PD/PIs for the
application must have at least Entire Application Viewer access level, and the Project
Lead must have at least the Component (All) Viewer access level.

3.8.6 Manage Access History

ASSIST users with the appropriate privileges may view the access history of the entire
application (including Overall and additional components for multi-project applications).
Refer to the steps below for single-project or multi-project applications as appropriate.

3.8.6.1 Manage Access History for Multi-Project Applications

The access history provides details about the access granted or revoked for an
application and its components. This detail includes such information as the username
and organization, the action taken against the account, the access level granted, the
component to which access was granted, username of the person who granted the
access, and the date on which the action occurred. This information displays for each
user/component combination.

To view the application and component access history for all users:

1. Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

2. From the Application Information page, select the Manage Access button from the
Action panel.

The User Access Summary displays details of all users holding access to the application
components.
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User Access Summary @
ips
& Adalsl
Wiew Access History
~ Project Hon Access | Status
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3. Select View Access History link.

4. The Manage Access History displays. This page provides a summary of the access
granted and/or revoked to all users for the application. The information on this page

includes:

e User
Primary Organization
Action taken (e.g., access granted or access revoked)

Access Level
Component ID: Title
Update User

Date of Event
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Manage Access History

User Primary Organization & Ac tion Access Level Component ID: Title Update User Date of Event

5. Selectthe View Access Summary link to return to the User Access Summary
page.

3.8.6.2 Manage Access History for Single-Project Applications

The access history provides details about the access granted or revoked for an
application. This detail includes such information as the username and organization, the
action taken against the account, the access level granted, username of the person who
granted the access, and the date on which the action occurred.

To view the application access history for all users:

1. Select the Return to Application button on the Actions panel to return to the
Application Information page.

2. From the Application Information page, select the Manage Access button from the
Action panel.

3. The User Access Summary displays details of all users holding access to the

Using ASSIST 54 June 14, 2023



ASSIST User Guide

application.

User Access Sumimary @
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4. Select View Access History link.

The Manage Access History displays. This page provides a summary of the access
granted and/or revoked to all users for the application. The information on this page

includes:

¢ User

Primary Organization

Access Level

Update User
Date of Event

Action taken (e.g., access granted or access revoked)
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Aanage Access History

Manage Access History

User Primary Organization = Action Access Level Update User Date of Event

5. Selectthe View Access Summary link to return to the User Access Summary
page.

3.8.7 User Access History

ASSIST users with the appropriate privileges may view a specific user's access history.
Refer to the steps below for single-project or multi-project applications as appropriate.
The access history provides details such as the person's name and organization, the
action taken against the account, the access level granted, the component to which
access was granted, username of the person who granted the access, and the date on
which the action occurred.

3.8.7.1 Use Access History for Multi-Project Applications

The access history provides details such as the person's name and organization, the
action taken against the account, the access level granted, the component to which
access was granted, username of the person who granted the access, and the date on
which the action occurred.

To view the access history for a specific user:

1. Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

2. From the Application Information page, select the Manage Access button from the
Actions panel.
The User Access Summary displays details of all users who have access to the
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application and components.

» A aEfn Sedrch Requiny 3 Amelican fior mation » ACCHE Surmmary

User Access Summary @

Tips:

» ASEIST allows one application preview request to be active at a time.
+ The Stat ot cally update - use the Refresh Status button

age can take several minutes. You may want to view tl

YWiew Access History

1 - 6 of 6 records, Page 1 of 1

. . Project, ) . Hon- _ Access | Stabus _
User Primary Or‘aniz.l.t‘ivpn- Role ~ Component ID: Title ' Eud-gv:l‘.. B-udgg-t- Al T Maint T Maint

Bl AUSTEMN PP Drwerall Component MHone Hone echt ¥ i

Pl ALISTEN EF PD/PI Entire Application MHone Hone Edit ¥ H
Bl AUSTEN HIVERSITY Project S4%9-Core: Pride & Edit Edit Edit H H
Lead Prejudice and the
Human Psyche
Fi CRAME ER Project &62-Core: Red Badge Hone Edit Hone H H
Lead of Courage and other
5kin Disorders
Pl POE Project T05-Core: The Tell-Tale View Edit Hone H M

Lead Heart Cisease

Project 29%-Core: A Study in Wiew Edit Hone H H
Lead Scarlet Fever

3. The User column displays names as hyperlinks. Select the name of the user whose
access is being modified.

The User Access Detail page displays.
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v+ Uner Detad

User Access Detail @

User Information

View User Access Hiskory

To asshgn different access levels to Budgat and Hon-Budget dats and Edit Mon-Budget], the
Budget and Mon-budget selec ions should be used. T el oth Bu t
and Hon-budget data, the All sslect thould be uied. - highast leve ALCELL B d
in the selections made
Project Hon: ACCEss Status
Rale Componant I Title Budget Budget All Mabntainer  Maintabfer
Entire Apphcabion Koo wl | Hoos -  Edit - 1
POVF werall Component - - -
Project 54%-Core: Pride & Prejudice and - | Edit -  Edit - r
Lead the Human Psyche
&62-Core: Re - - - =
and ather Ski
M05-Core: The T - - - ]
Disea
295-Core udy in arl - - - =
Fever

4. Select the View User Access History link.

The User Access History page displays for the selected user. Information regarding
this user's access is included for the Overall Application and all additional
components, regardless of which was selected from the User Access Summary in
the steps above.
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User Access History ©

User Information

AcHon Access Level 2 Component I0: Title Update User Date of Event

The information on this page includes:

e User

Primary Organization

Action taken (e.g., access granted or access revoked)

Access Level

Component ID: Title

Update User
e Date of Event

5. Toreturn to the User Access Detail page, select the User Access Detail link, or
use the breadcrumbs at the top of the page or the Actions on the side of the page to
navigate away.

3.8.7.2 Use Access History for Single-Project Applications

The access history provides details such as the person's name and organization, the
action taken against the account, the access level granted, the component to which
access was granted, username of the person who granted the access, and the date on
which the action occurred.

To view the access history for a specific user:
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1. Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

From the Application Information page, select the Manage Access button from the
Actions panel.

2.

The User Access Summary displays details of all users who have access to the
application and components.

» ACCess SUmmary

User Access Summary @

Vigw Access History

- Project Hon-

Access Status
User Primary (rganization Hole Budget Budget All Maint Maint
ALSTEN
EBENMET
MRDARCY M

3. The User column displays names as hyperlinks. Select the name of the user whose
access is being modified.

The User Access Detail page displays.
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_'!' e » Search for Applcations » _;-:r"'-uri" garch Res Its » App ication Information » ACCESS Summary » User Detail

User Access Detail @

1 User Information

View User Access History

EBENHET
Primary Organization UMIVERSITY OF PEMEERLEY
To assign different access levels to Budget and Non-Budget data (=.g. View Budget and Edit Non-Budget). the
Budget and Hon-budget selectons should be used. To assign the user the same access level for both Budget

and Hon-budget data, the All select should be used. The user will be given the highest level of access assigned

in the salectons made.

Access Status
Project Role Budget Hon-Budget All Maintainer Maintainer

S Revoke All Accesses m

4. Selectthe View User Access History link.

The User Access History page displays for the selected user.

Home » Search for Applcation: » Application Search Redults » Application Information = Accews Summary > Uosr Detaf

Access History

User Access History @

s Lzar

User Information

Lhear Access Del!a.'i!

EBEMMET
Primary QOrganization: HIVERSITY OF PEMBERLEY - DEREYTSHIRE
z of I records, Page 1 of 1
Ac thon = Access Level = Update User = Date of Event H
Access Level Granted Edit Application All AUSTEM Wed Jan OF 10:59:47 EST
2015
Mceess Level Granted  View Commons Details AUSTEM Thu Jan 08 10:47:53 EST
25
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3.9

The information on this page includes:

e User
e Primary Organization

» Action taken (e.g., access granted or access revoked)

e Access Level
e Update User
e Date of Event

To return to the User Access Detail page, select the User Access Detail link, or
use the breadcrumbs at the top of the page or the Actions on the side of the page to

navigate away.

Actions

The Actions section of the left-side navigation provides buttons for accessing the
features available for the application (or multi-project component) currently displayed on
the page. The buttons available to an individual ASSIST user vary depending on such
conditions as the privileges granted to the user, the stage in the work flow, the status of
the application, whether a single- or multi-project application, the part of the application
being worked on, etc.

This help topic lists the potential Actions buttons available to an ASSIST user. Click on
the links below for information on the specific button, keeping in mind that not all are
applicable to your application.

Add New Component
Add Optional Form
Change Component Order

Copy Application

Delete Application

Delete Component

Display Component Status

Manage Access

Preview Application

Preview Current Component

Preview Current Form

Return to Application Information

Submit Application

Update Component Status
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Update Submission Status

Validate Application

Validate Component

View Status History (for the application)
View Status History (for a component of a multi-project application)

3.10 Manage Attachments

Some form fields allow or call for attachments, which must be in the form of a PDF. Please
review the NIH eRA guidelines for formatting attachments before attaching documents.

https://grants.nih.gov/grants/how-to-apply-application-guide/format-and-write/format-
attachments.htm

IMPORTANT: You must use unique file names for multiple attachments within the
same form. Duplicate file names can exist across multiple forms.

3.10.1 Add Attachment
To add an attachment:

1. From any area on a form with an attachment field, click the Add Attachment

button.
f Add Attachment )
e ————
Add Attachment
(EmE

A popup opens from which you can search for the file.

2. Use the Browse button within the popup to search for the PDF file.
3. With the file selected, click the Submit button.

Using ASSIST 63 June 14, 2023



https://grants.nih.gov/grants/how-to-apply-application-guide/format-and-write/format-attachments.htm
https://grants.nih.gov/grants/how-to-apply-application-guide/format-and-write/format-attachments.htm

ASSIST User Guide

Summary RER Cover | Cover Page LCD‘UU‘I' Other Checklist Sites SriKey Research
Supplement etter Project Pearson Flan
Information Profile

PH5 C

Save and release Lock Canicel and release Lock

For fields allowing a single attachment, the Add Attachment button on the form
field is replaced by the Replace Attachment, Delete Attachment, and View
Attachment buttons. The attached file name displays within the field.

Fields allowing multiple attachments display the files in a table. Update and View
buttons display for each attached file.

3.10.2 Replace Attachment

File attachments display differently depending on whether the field allows for one

attachment or multiple attachments.

To replace an attachment from a field allowing only one attachment:

1. From any form field with an added attachment, select the Replace Attachment

button.

_
| Replace ﬁ.ttachrrl-r:ntl' Delete Attachment

A popup opens providing the ability to search for the file.

2. Use the Browse button within the popup to search for the PDF file.

3. With the file selected, click the Submit button.

The form field displays with the replaced attachment

To replace an attachment from a field allowing multiple attachments:
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1. Select the Update button in the Update Attachment column for the specific file.

(click to view)

Add Attachment
Delete
A Update Widie
Attachment File Hame Save Attachment Attachment
Cipiate |

A popup opens for providing the ability to search for the file.
2. Use the Browse button within the popup to search for the PDF file.

3. With the file selected, click the Submit button.

The table is updated with the new file.

3.10.3 Delete Attachment

File attachments display differently depending on whether the field allows for one

attachment or multiple attachments.

To delete an attachment from a field allowing only one attachment:

1. From any form field with an attachment, select the Delete Attachment button.

' Delete Attachment . View Attachment

Replace Attachment

A delete confirmation window displays.

2. Confirm the deletion by selecting the Continue button.

To delete an attachment from a field allowing multiple attachments:

1. Click the checkbox in the Delete on Save column for the specific file.

2. Select the Save and release Lock button.
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Feplace Wiews
Attachment Attachment

[Repiace 1 View |
[“Replace | View |

Appendix File Hame

The attachment is removed from the table.

3.10.4 View Attachment

File attachments display differently depending on whether the field allows for one
attachment or multiple attachments.

1. Forfields allowing only one attachment: From any area on a form with an
attachment added, select the View Attachment button.

Replace Attachment | Delete Attachment ' View .ﬂ-tla-:hm-:.nt

-OR-

From fields allowing multiple attachments: Select the View button in the View
Attachment column for the specific file.

Dalete
on Replace Wi
Appendix Fils Hame Save  Attachment Attachment
e_Document.pdf 0

2. Select the Open button to view the attached file or the Save button to save the file
locally.
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4 Using ASSIST to Apply for an LRP Award

Use the links in this topic to access help for Loan Repayment Program (LRP) screens in
ASSIST. The majority of help topics for ASSIST apply only to standard research grant
applications. This means the screens, buttons, procedures, and user interface
documented in ASSIST help refer only to non-LRP applications. If you are using

ASSIST to apply for an LRP award, refer instead to the LRP help system, which is tailored
for the parts of ASSIST that LRP applicants see.

Refer to the following help topics:

Using ASSIST to Complete an LRP Application (https://era.nih.gov/erahelp/Irp/#Ext_
LRPApp/UsingAssist.htm)

Initiating an LRP Application (https://era.nih.gov/erahelp/Irp/#Ext_
LRPApp/UsingAssist.htm)

Filling Out LRP Application Forms (https://era.nih.gov/erahelp/Irp/#Ext_
LRPApp/UsingAssist.htm)

Change LRP Subcategory (https://era.nih.gov/erahelp/Irp/#Ext_
LRPApp/ChangeCategory.htm)

Summary Form (https://era.nih.gov/erahelp/Irp/#Ext_LRPApp/Summary.htm)

Application Data Form (https://era.nih.gov/erahelp/Irp/#Ext_LRPApp/AppData.htm)

Personal Information Form (https://era.nih.gov/erahelp/Irp/#Ext_LRPApp/Persinfo.htm)

Employment and Affiliation Form (https://era.nih.gov/erahelp/Irp/#Ext_
LRPApp/EmployAffil.htm)

Education and Training Form (https://era.nih.gov/erahelp/Irp/#Ext_
LRPApp/EduTrain.htm)

Research Information Form (https://era.nih.gov/erahelp/Irp/#Ext_
LRPApp/Researchinfo.htm)

Colleague Information Form (https://era.nih.gov/erahelp/Irp/#Ext_
LRPApp/Colleaguelnfo.htm)

Loan Information Form (https://era.nih.gov/erahelp/Irp/#Ext_LRPApp/Loaninfo.htm)

Funding Information Form (https://era.nih.gov/erahelp/Irp/#Ext_
LRPApp/Fundinglnfo.htm)

Certify & Submit Form (https://era.nih.gov/erahelp/Irp/#Ext_LRPApp/CertifySubmit.htm)

ASSIST Features (https://era.nih.gov/erahelp/Irp/#Ext_LRPApp/ASSISTFeatures.htm)
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Viewing/Hiding Sections of Forms (https://era.nih.gov/erahelp/Irp/#Ext_
LRPApp/ASSISTFeatures.htm)

Previewing an Application (https://era.nih.gov/erahelp/Irp/#Ext_
LRPApp/ASSISTFeatures.htm)

Viewing Application Status History (https://era.nih.gov/erahelp/Irp/#Ext_
LRPApp/ASSISTFeatures.htm)
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5 Prepare an Application

From the ASSIST Welcome screen, you can:
1. Initiate a regular research grant application
2. Search for an existing regular grant application, or

3. Initiate or access a Loan Repayment Program (LRP) application.

; ASSIST
% Sporsored by the National Institutes of Health

l of o AN T A Y g .

Ni elp?
Welcome ) Need Help

Welcome to the Application Submission System & Interface for
Submission Tracking (ASSIST) Resources

INITIATE APPLICATION
Opportunity Number
(Example: PA-XX-XI0C of LITC-ABCD-XX-000) m
@ SARCH FORAPPUCATON oo i |

INITIATE OR ACCESS LOAN REPAYMENT APPLICATION (LRP) m
Inftiate of access work in progress application

For help on initiating an LRP application, see Using ASSIST to Complete an LRP
Application. (https://era.nih.gov/erahelp/Irp/#Ext_LRPApp/UsingAssist.htm)

For help on initiating or searching for a regular research grant application, see the links
below.

The process for preparing a regular research grant application includes the following:

Initiate the application

Update Overall component (for multi-project applications only)

Add additional components and enter data (for multi-project applications only)
Manage access

Prepare applications for submission

Search for the application

o0 kwn =
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5.1 Initiate an Application

Prior to initiating an application using ASSIST, applicants must identify a Notice of
Funding Opportunity (NOFO) to which they would like to apply. NOFOs are posted in the
NIH Guide for Grants & Contracts and in Grants.gov Find Grant Opportunities link,
each of which has robust search capabilities. The NOFO text indicates whether

ASSIST can be used to apply to that opportunity. The opportunity number (e.g., PA-12-
987) is required to initiate an application.

NOTE: Anyone with an eRA Commons ID can initiate an application.

To initiate the application:

1. Log into ASSIST.

2. From the Welcome page, enter the opportunity number in the Opportunity
Number field.

3. Click the Go button.

The Initiation Application page displays.
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Initiate Application for Opportunity: PA-23-701 @
After initiation, the Lesd Applicstion Orgsnization Nsme and Lesd Appilicstion Orgsnization

DUNS/UE! cannot be changed.

* Require

OPPORTUNITY INFORMATION:

Opportunity Humber: PA-06-343

43 PASEIR Fhass 1

tational Institutss of Health

TEST-U43-5BIR-FOA

43 SEIR Test Forms-F

1172072020

D4/T6/2024

HIH Tester

For HGIT Testing Purposes

E-mail: odoersrabtzde3testers@mail.nih.gov
Phone: 113-123-1234

Application |d

Application Project Title *
(describe title in 200 characters)

Lead applicant Organization: * UNIVERSITY OF CALIFORMIA, SAH DIEGO

Lead applicant Organization Address: UNIVERSITY OF CALIFORMIA SAH DIEGO
OFFICE OF CONTRACT & GRANT ADMIN, 0934
L& JOLLA CASFI0FI0F34

Lead Organization DUMS: B0-00000 G000

Lead Crganization VEL UFTTZITi11111

SAM Registration Expiration Date: 02/19/2022

to Click for SAM Registration Details

n to the agency

Contact Project Director/Principal Investigator

Enter PD/PI Information below or Pre-fill Application from Username m
Usemanme: mcpherson_pi
First Hama: Pl

middle Hame:

Last Hame: Mcrhérsdn

Imitiate Application m

Fill in the required fields:

1.

Enter a title for the application in the Application Project Title field.

NOTE: This populates the Descriptive Title of Applicant's Project field on
the SF424 RR Cover. The maximum number of characters for the
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Application Project Title is 200.
After initiating your application, you can update your project title by editing the
Descriptive Title of Applicant's Project field.

2. Make a selection from the drop-down menu Lead Applicant Organization Name.

NOTE: The list reflects the organizations affiliated with the user's
eRA Commons ID. Selecting the appropriate organization populates the Lead
Applicant Organization fields and the appropriate fields in the SF424 RR.

3. Review the Lead Applicant Organization Address.
4. Review the Lead Applicant Organization DUNS number.

5. Review the Lead Applicant Organization UEI number. (Unique Entity Identifier;
see Goodby DUNS, Hello UEI.)

6. Review the SAM Registration Expiration Date: The SAM registration requires a
yearly renewal. ASSIST will display the expiration date of the organization's
SAM registration if it has expired, or will expire within 14 days.

a. Selectthe Click for SAM Registration Details button.

The Initiate SAM Registration Details pop up appears.

System for Award Management (SAM) Registration Status

sils for your organization are as follows:

SAM Registration Expiration Date 02/17/2024
DUNS: 804355790

UE UYTTZTRGIDT]

CAGE Code 50854

Legal Business Mame: UNIVERSITY OF CALIFORMNIA, SAN DIEGO
Electrenic Business POC: UNIVERSITY OF CALIFORNIA SAN DIEGO
Electronic Business POC Email: era@ucsd.edu

NOTE: In addition to the pop-up message window, a new status button will be
added to the initiation page for all new applications. Users will be able to
confirm the status of their institution's SAM registration by clicking this button.
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b. Once you click OK, you are returned to the Initiate Application screen.

b. Ifthisis the first time that registration has been made, upon OK being
selected a confirmation notice displays containing Submitand Cancel
buttons. Submit forwards the application to Grants.gov; Cancel returns

c. SEFLGRAIANG Ly igfspplication screen. and their

Optional: Enter the fields for Contact Project Director/Principal
Investigator.

Tip: If you know the Contact PD/PI's username, click the Pre-fill Application
from Username button, enter the username in the pop-up, and click Submit.
This automatically populates the contact’s name. This pre-fill button does not
become enabled until a Lead Applicant Organization is added.

4. Click the Initiate Application button to continue.

NOTE: Clicking the Cancel button at any time cancels the
initiation.

The Application Information page displays as read-only with the status of the application
as Work in Progress. The informational message Application saved appears at the top of
the page.

NOTE: For multi-project applications, the Overall component is created at the time of
initiation and can be accessed from the Component Type section of the navigation
panel.

After initiating the application the user has the ability to access:

Manage Access

Edit Forms
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Add New Component (applies to multi-project applications only)

5.2 Initiate an Administrative Supplement Application

ASSIST supports the initiation and submission of administrative supplements. Applicants
should follow instructions in the application guide, as well as the Notice of Funding
Opportunity (NOFO) and/or Notice of Special Interest (NOSI) for any additional
submission instructions.

In ASSIST, both the Pl (any PD/PI) and the SO can initiate administrative supplements
and use the prepopulate features if their organization ID matches the organization ID on
the parent grant.

NOTE: Administrative supplement requests can also be initiated, although not filled out
or submitted, from the eRA Commons Administrative Supplement module. If initiated from
eRA Commons, the administrative supplement has the parent grant number
prepopulated.

Initiating an Administrative Supplement Application from ASSIST:

1. Loginto ASSIST and enter an Administrative Supplement number. Click the Go
button.

INITIATE APPLICATION

Opportunity Number

(Example: PA-XX-XXX or LITC-ABCD-XX-000)
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2. The Initiate Administrative Supplement Application screen displays. At this point,
the opportunity number that you entered on the previous screen is non-editable.

Initiate Administrative Supplement Application @

Enter Awarded Grant J
Parent Grant: Federal ID)
. . CA123456

Enter NOSI if available

\

Opportunity Number: * PA-25-333

Enter a label you can
Hotice of Special Interest Reference: use to search later

Unique Supplement Label:

Mark to prepopulate ALL)
ites or ALL Key
Personnel from Parent
iGrant. If not marked,
nly the main site and Pl
is prepopulated )

Proj /Perf i i z . . .
roject/Performance Site Locations Dcheck this to prepopulate all Project/Performance Site Locations from the parent grant

Senior/Key Persons:

Check this to prepopulate all 5enior/Key Persons from the provided parent grant

Initiate Application

3. Optionally, enter the federal ID of the awarded grant (Parent Grant), and ASSIST
will use information on the parent award to pre-populate specific data fields on the
administrative supplement application.

4. A Notice of Special Interest (NOSI) is not required but, if one is entered, the format
needs to be valid. The Notice of Special Interest reference must be in the form NOT-
XX-XX-XXX, e.g. NOT-CA-19-001.

5. Enter atitle or descriptor in the Unique Supplement Label field. This label is for your
own purposes so that you can readily identify and search for the administrative
supplement after it is initiated. Enter text that will help you search for the application
in progress at a later date.

6. Mark checkboxes if you want prepopulation of forms to occur from the parent grant.
This means that information already recorded from the parent grant will populate
appropriate corresponding forms and fields in ASSIST. Attachments such as
specific aims, research strategy, and biosketches, for example, are not copied over
since the opportunity or NOSI may request that specific information be added in
these sections. Available prepopulation checkboxes are:

a. Project/Performance Site Location checkbox. If marked, ASSIST will pre-
populate all of the sites from the Parent Grant into the Supplement Application
"Performance Site" form. If not marked, only the Primary Site from the Parent
Grant will be pre-populated.
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b. Senior/Key Persons checkbox. If marked, ASSIST will pre-populate all
Senior/Key persons from the Parent Grant into the Supplement Application
"Senior Key Persons" form. If not marked, only the Contact PD/PI will be pre-
populated.

7. When you click Initiate Application, the federal ID will be validated and, if it exists,
you will be taken to the ASSIST summary screen to complete the application.

NOTE: The forms will not be pre-populated if no parent grant federal ID was
entered on the Initiate Administrative Supplement Application screen.

8. Ifthere are multiple packages associated with the funding opportunity, the available
packages window opens before the ASSIST summary screen. Click the Select
button for the appropriate package.

Choose Form Package for Opportunity: PA-25-333 @

5 | OPPORTUNITY INFORMATION

Opportunity Number: PA-25-333
Opportunity Title: Test FORM E Type 3 Activity Code 333
Offering Agency: National Institutes of Health
Competition ID Competition Title Opening Date Closing Date Select Package
Test 333 Fellowship Test 333 Fellowship 11/14/2019 06/30/2026 [ Select |
Forms-G Forms-G
TEST-TYPE3-RESEARCH-G ~ TEST-TYPE3-RESEARCH-G  11/14/2019 06/30/2026 m

Close

Initiating an Administrative Supplement Application from eRA Commons:

1. Loginto eRA Commons.
2. Navigate to the Administrative Supp module in eRA Commons.

3. Search for a grant and click the three-dot ellipsis menu and select the Start
Application option.
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4. You are redirected to the ASSIST application, and the Initiate Administrative
Supplement Application screen appears.

The Parent Grant (federal ID) field is filled in based on the grant that you were
working on in the Administrative Supplement module of eRA Commons. It cannot
be changed.

Home * Initiate Application

Initiate Administrative Supplement Application

Farent Grant:
(Eemraple: Iz= GASE 7654 fom
1RICASE 7654-01)

Ch 243248

Opportunity Humber: *

Hotice of Special Interest
Reference:
(Esmmple s HOT-XR-50000)

Unique Supplement Label:

Project/Performance Site

; [ Check this to prepopulate all ProjectiPerformance Site Locations from
Locations:

the parent grant

Senior fKey Persons: [ Check this to prepopulate all Senior/Key Persons from the provided

parent grant

Initiate Application

. Enter the opportunity number to which you want to apply for the administration
supplement.

. A Notice of Special Interest (NOSI) is not required but, if one is entered, the format
needs to be valid. The Notice of Special Interest reference must be in the form NOT-
XX-XX-XXX, e.g. NOT-CA-19-001.

. Enter a title or descriptor in the Unique Supplement Label field to readily identify the
administrative supplement. Enter text that will help you search for the application in
progress at a later date.

. Mark checkboxes if you want prepopulation of forms to occur from the parent grant
(if parent grant specified). This means that information already recorded from the
parent grant will populate appropriate corresponding forms in ASSIST. Available
prepopulation checkboxes are:

a. Project/Performance Site Location checkbox. If marked, ASSIST will pre-
populate all of the sites from the Parent Grant into the Supplement Application
"Performance Site" form. If not marked, only the Primary Site from the Parent
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Grant will be pre-populated.

b. Senior/Key Persons checkbox. If marked, ASSIST will pre-populate all
Senior/Key persons from the Parent Grant into the Supplement Application
"Senior Key Persons" form. If not marked, only the Contact PD/PI will be pre-
populated.

NOTE: Attachments such as specific aims, research strategy, and biosketches, for
example, are not copied over since the NOFO or NOSI may request that specific
information be added in these sections.

9. When you click Initiate Application, the federal ID will be validated and, if it exists,
you will be taken to the ASSIST summary screen to complete the application.

NOTE: The forms will not be pre-populated if no parent grant federal ID was entered
on the Initiate Administrative Supplement Application screen.

10. If there are multiple packages, the available packages window opens before the
ASSIST summary screen. Click the Select button for the appropriate package.

Choose Form Package for Opportunity: PA-25-333 @

» | OPPORTUNITY INFORMATION

Opportunity Number: PA-25-333
Opportunity Title: Test FORM E Type 3 Activity Code 333
Offering Agency: Mational Institutes of Health
Competition ID Competition Title Opening Date Closing Date Select Package
Test 333 Fellowship Test 333 Fellowship 11/14/2019 06/30/2026 Select
Forms-G Forms-G _
TEST-TYPE3-RESEARCH-G  TEST-TYPE3-RESEARCH-G 11/14/2019 06/30/2026 m

Close
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NOTE: While working in an administrative supplement application initiated from eRA
Commons, the Copy Application button is not available from the left side navigation
buttons.

For submitting, see Submit the Application.
For information on filling out forms, see Forms Data Entry.

By default, submitted applications have a two-day application viewing period, during
which the SO can reject and revise an application. For non-competitive administrative
supplements only however, the SO can choose to skip the two-day viewing period and
immediately release the application to Agency staff for processing; see the last section of
How Does an SO Track Submission Status.

5.3 Application Information

The Application Information page is the ASSIST landing page for the entire application.
This page is the first page you see when selecting an application or initiating a new
application.

IMPORTANT: You can access Application Information any time by selecting the
Return to Application Info button on the Actions panel.

The Application Information page includes two sections: Application Information and
Opportunity Information.
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Home > Seanch for Apolications > Applicaticn Information

Application Information @

AOR's must continue to use their Grants.gov username and passwaord to submit their applications. Login.gov credentials are not supported for submission at this ime

o and password for your erganization, plesse login to Grants.gov and go to the My Account section and

Sumemary T Other Sites Se/Key RER Budget  Ressarch
Supplement Praject Parieny Plan
Informatice Profile

% | Application Information

an
ong f f Radium E t
PO/PI Name:
Organkzation; UNIVERSITY OF CALIFORNIA, SAN DIEGO
Work In Progress  Submit Application  “Submit Application” is only active for Signing Officials
Status Date: 2023-06-12 01:16:05.000 PM EDT

Opportunity Information:

Opportunity NHumber

Opportunity Title:

03,124
TST-RO1-SYRBUD-FORMS-G1
TST-RO1-SYRBUD-FORMS-H

032272022

5/05/2026

SAM Registration Expiration Date: 02/17/2024

An active SAM Registration ks required to Click for SAM Registration Details
submit your application to the agency

5.3.1 Application Information Section

The Application Information section reflects the information entered during the initiation
process and is read-only.

» Application Identifier

Unique, system-generated number assigned to the application in ASSIST.
e Application Project Title

Title of the application/project as entered by the person who initiated the application.
« PD/PI Name

Contact Pl for the entire application.
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» Organization
The lead applicant organization name of the submitting institution.

e Project Period
The start and end dates of the project.

» Status
The current status of the entire application. The Submit Application button is also
located here. It is disabled until the application is ready to be submitted. For
information on submitting the application refer to the topic titled Submit the

Application.

Tip: Hover over the status with your mouse for a short description of the status.

e Status Date
The date and time of the last status update.

When an application is in Submitted status, the View Submission Status Details
link displays next to the status. Selecting this link displays the submission details for
ASSIST, Grants.gov, and Agency when available.

5.3.2 Opportunity Information Section

The Opportunity Information section displays read-only summary information concerning
the funding opportunity against which the application will be submitted. The following
information is displayed:

e Opportunity Number
The Notice of Funding Opportunity number.
e Opportunity Title
The name of the announcement.
e Agency
The Agency offering the grant opportunity (e.g., NIH).

5.3.3 Delete the Application

If you are the Signing Official you have access to the Delete Application feature in
ASSIST. The Delete Application feature allows you to permanently delete an entire
application in any status.

IMPORTANT: Deleting an application is a permanent action. Once deleted, the
application cannot be accessed, re-instated, or viewed. There is no way to recover a
deleted application.
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NOTE: ASSIST also has a Delete Component feature for deleting individual components
of a multi-project application. Refer to the topic titled Delete a Component for steps on
deleting individual components.

To delete the entire application:

1. Open the Application Information page of the application you wish to delete.

2. From the Actions panel, select the Delete Application button.

1 you e

resat you

% Application Information

Opportunity Information:

SAM Registration Expiration Date: 02/17/2024

Click for SAM Registration Detalls

A confirmation message displays as follows: You are about to delete this
application. Once this application has been deleted you will no longer be able to re-
instate or view it. Do you wish to continue with the delete?
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& You are about to delete this application. Once this

application has been deleted you will no longer be

able to re-instate or view it. Do you wish to continue with the

delete?

3. Select the appropriate action:

You may cancel the action at this point by selecting the Go Back button. If you
choose Go Back, the delete process ends, you return to the summary tab
from which you began, and the following steps are no longer applicable.

—OR-—
To continue with the deletion, select the Continue button.

Upon continuing, a second confirmation displays as follows: Selecting Continue will
delete this application permanently.

& Selecting Continue will delete this application

permanently.

4. This warning provides a final means of aborting the deletion. Carefully select the
appropriate action:
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To stop the deletion process, select the Go Back button. If you choose Go Back,
the delete process ends, you return to the summary tab from which you began, and
the following steps are no longer applicable.

—OR-—

To confirm the action and permanently delete the application, select the
Continue button. Remember that this action is irreversible. Once the
application is deleted, you cannot re-instate it.

You cannot delete an application if one or more of the forms are locked by yourself or
another ASSIST user. If a form is locked, you will see the following error on your screen
after continuing from the second confirmation screen:

The application cannot be deleted as the following form(s) are currently locked by <User
ID> in: <application ID>: <locked form>

Once you've successfully deleted the application, the ASSIST log in page displays with
the message Application successfully deleted.

See Also

 Component Information

5.4 Search for an Application

Applications initiated in ASSIST are saved online and are accessible by multiple users
who have been given access to the application. In order for a previously initiated
application to be accessed, a search for that application must be performed on the Search
for Application page. Only those users granted permission to view or edit the application
can locate it via the search function. eRA Commons users with the Signing Official (SO)
role can search and find any application within their own organization.

NOTE: If you are working on an LRP application, there is no need to search. Simply click
the Go button next to INITIATE OR ACCESS LOAN REPAYMENT APPLICATION and
you are taken directly to your in-progress LRP application if one exists. An LRP
application is accessible ONLY to the Commons user who initiated it. If an LRP
application does not yet exist for you, then clicking Go begins the process of initiating one;
see Using ASSIST to Complete an LRP Application.

To search for an application:

1. Log into ASSIST.

2. From the welcome page, select the Search Applications button.
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Welcome to the Application Submission System & Interface for Submission Tracking
(ASSIST)

INITIATE APPLICATION

B
Opportunity Humber

(Example: PA-XX-XXX or LITC-ABCD-XX-000)

INITIATE OR ACCESS LOAN REPAYMENT APPLICATION (LRP)

d

Initiate or access work in progress application

3. Enter any combination of optional search criteria on the Search for
Applications page to locate the application.

When entering search parameters, it is important to note that all parameters are
case insensitive and punctuation is ignored.

Entering search parameters is an optional step. When a search is performed
without search parameters entered, ASSIST returns all applications for which the
user has the privileges to access. If the number of records found exceeds the
allowable limit, an error message displays. In this instance, use the parameters to
narrow the search.

4. Select the Search button to display the closest matched applications.
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Search for Applications @

Application Identifier:

Application Project Title: Long-Term Effects of Radium Exposure on Nearby Inhabitants
Agency: e
PDJPI First Name:

PD/PI Middle Hame:

FDJPI Last Hame:

Lead Applicant
Organization:

Submission Status: T Hide Abandoned Applications?

HS5S Applications?

nission Date: from to
Project Start Date

Project End Date: e

Depending on the search parameters entered, multiple matching records may be
found. These results can be sorted, by selecting the arrow in the appropriate column
heading.

NOTE: Clicking the Clear button at any time will clear the fields.

5. From the results listed on the Search for Application Results page, click the Select
button in the Action column next to the appropriate application.

Search for Application Results
Show 10~ per page B
Application Lead Applicant Sulbsmission Project Start Project End
Identifier Application Project Title Agercy PO/Pl Hame Organization Submission Status Cate Date Cate Action
L ; E=

The Application Information page displays for the selected application.

Refer to the help topic titled Prepare an Application for details on completing an
application.

5.5 Copy Application

If you are the Signing Official or Administrative Official of the lead organization and/or hold
the Entire Application Editor privilege, you have access to the Copy Application feature in
ASSIST.

Prepare an Application 86 June 14, 2023




ASSIST User Guide

The Copy Application screen is used to copy the components (multi-projects) and data
from the application currently opened in ASSIST to another application for a requested
opportunity number. The feature allows you to copy the application's structure and data to
be used for another application. For multi-project applications, the feature copies over the
Overall component, component identifiers, any existing component short names,
assigned access levels, data, and attachments.

When you copy an application in ASSIST, you are granted Entire Application Editor
privileges for the new application. The submission status of the new application is set to
Work in Progress, as is the component status of all included components (for multi-project
applications).

NOTE: While working in an administrative supplement application initiated from eRA
Commons, the Copy Application button is not available from the left side navigation
buttons.

IMPORTANT: The forms used in a copied application may not match the forms used for
the opportunity of the new application. In these cases, ASSIST will perform a best-effort
match in which the system will copy fields within the form(s) that have matching names
in the new form. Fields that do not exist in the new form will not be copied from the
copied application.

NOTE: Submission date, certification, and Authorized Representative signature from
submitted applications are never copied over to new applications. Application and
component history also are not copied.
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1. Use ASSIST to search for and open the application you are copying.
2. Select the Copy Application button on the Actions panel.

Actions o

MAMAGE ACCESS
ADD OPTIOMAL FORM
PREVIEW APPLICATION
YVALIDATE APPLICATION
VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

( COPY APPLICATION )

DELETE APPLICATION

The Copy Application screen opens.

3. Enter the opportunity Number for the new application into the Copy as much
information as possible from the following application using Opportunity Number
field and select the Copy Application button.

Copy Application @

Copy as much information as possible from the following PA-25-333 Copy Application m

application using Opportunity Number {Example: PA-00-000)

Application to be Copied: ar158

Application Title: Long-Term Effects of Radium Exposure on Nearby Inhabitants
Organization: UNIVERSITY OF CALIFORNIA, SAN DIEGD

PD/Pl Hame: Curie, Marie

Status: Work in Progress.

Opportunity Humber: PA-23-T01

Competition Title: TST-RO1-5YRBUD-FORMS-H

Competition 1D T5T-RO1-53YREBUD- FORMS-G1
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Before copying the application, ASSIST performs certain validations against the
entered opportunity number, including checks to determine if the opportunity
number is valid and is for a multi-project or single-project submissions as
appropriate. A single-project application cannot be copied over to a multi-project
opportunity and vice versa. Error messages will appear if these validations do not
meet business and system rules.

Follow the steps below for copying a multi-project or single-project application.

5.5.1 Copying a Multi-project Application

After validating the opportunity number, the screen displays the components in the
current application that can be copied to the new application. This information includes:

Copy from Component

The unique identifier and short name (if existing) of the components in the copied
application.

Project Title

The project title of the components in the copied application.

Status

The status of the components in the copied application. Although this provides you
the status of the components in the copied application, remember that the
components in the new application will have a status of Work in Progress.

Project Lead

Individual responsible for the scientific and technical direction of the component
project in the as indicated in the copied application.

Copy to Component options

A drop-down list of component types available in the new application based on the
indicated opportunity number of the new application. Itis possible to copy a
component of a specific type in the original application to a different component type
in the new application.
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IMPORTANT: You must copy the Overall component and it must be copied to the
Overall component of the new application. For this reason, the Copy To
Component Type field for the Overall component is not editable.

Not all opportunities require or allow the same component types. When copying an
application, ASSIST determines which component types are allowed in the opportunity
number you provided for the new application. The options available in the Copy to
Component Type drop-down list reflect this.

1. Select an option from the Copy to Component Type drop-down list for all
components being copied to the new application.

2. Optional: To copy attachments, select the checkbox next to the question Would
you like the attachments to be copied to the new application?

3. Click the Copy Selected Components button.

The default value of this field is Do Not Copy. Any components left with a value of
Do Not Copy will not be copied to the new application. The Overall component will
always be copied to the new application's Overall component.
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Emotions: Pride B Prejudice

Cample Career Development

This = a sample of my 15t Ressarch
Component Type project.

This i a sample of my Ird Research
Component Type project.

This is my
4 arch component type project.
This is my 4th sample of a R

Component Type project

Ind example of a

eomarch

Sample Training

Wark in Prograss

Comp!

Abandoned

Is » Application Inf ation » Copy Applcation
Copy Application @
Copy as much information as possible from fallowin PA-17-345 Copy Application
application wsing Funding Opportunity Anngun Cem = (Example: PA-00-000
pplication to be Copied 1225
pplication Title Emotions: Pride & Prejudice
Fgan on UNIVERSITY OF PEMBERLEY
Pl ALISTEN, JANE
Status Wark in Progress

Copy from POPI ar Copy To
Component Project Title Status Companent Lead Component Type

ALISTEM, JAME
SHAKESPEARE

WILL

ALSTEM, JAME

Fina LEE, HARPER

Comple O, EDGAR ALL

Fina EE, HARPER

Complete EE, HARPER
Cance

Copy Selected Components

Creerall

4

Do Mot Copy

4

Do Mot Copy

4

Career-Dav
Research -
Research -

=]

Training

—

A confirmation message displays as a pop-up box. Please make sure you
thoroughly understand the warning before continuing.

The copy feature will do a best effort copy of form field data. Data loss is possible
when copying from one announcement to another due to potential form differences.
Application attachments will not be retained. Be sure to carefully check the new
copy of the application for completeness.
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N

e

4. Select the OK button to confirm the copy. Selecting Cancel will return you to the
Copy Application screen without completing the copy.

5. After confirming the copy, another pop-up box prompts you to choose which
application you wold like to display in ASSIST. The following prompt
displays: Please select OK to remain in the current application. To open the new
application, select Continue.

A\

“ox | continue |

Select the OK button to remain in the original application.

—OR-—

Select the Continue button to display the newly created application.
5.5.2 Copying a Single-project Application

After validating the opportunity number, the screen displays the information for the current
application being copied to the new application. This information includes:

* Project Title

The project title of the components in the copied application.
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o Status

The status of the components in the copied application. Although this provides you
the status of the components in the copied application, remember that the
components in the new application will have a status of Work in Progress.

» PD/PI

Individual responsible for the scientific and technical direction of the component
project in the as indicated in the copied application.

1. Optional: To copy attachments, select the checkbox next to the question Would
you like the attachments to be copied to the new application?

2. Selectthe Copy Application button.

» Copy Application

Copy Application @

PA-45-678 Copy Application Clear

Emoticns: Pride & Prejudice
UHIVERSITY OF PEMBERLEY
ALSTEM, JAME

i ]
TOrK 1N Frogreis

Project Title Status PDVRI

D

o oo ) RGeS

A confirmation message displays as a pop-up box. Please make sure you
thoroughly understand the warning before continuing.

Prepare an Application

93

June 14, 2023



ASSIST User Guide

The copy feature will do a best effort copy of form field data. Data loss is possible
when copying from one announcement to another due to potential form differences.
Application attachments will not be retained. Be sure to carefully check the new
copy of the application for completeness.

A\

R

3. Select the OK button to confirm the copy. Selecting Cancel will return you to the
Copy Application screen without completing the copy.

4. After confirming the copy, another pop-up box prompts you to choose which
application you wold like to display in ASSIST. The following prompt
displays: Please select OK to remain in the current application. To open the new
application, select Continue.

N

ok | cominue

Select the OK button to remain in the original application.
—OR-
Select the Continue button to display the newly created application.

5.6 Delete the Application

If you are the Signing Official you have access to the Delete Application feature in
ASSIST. The Delete Application feature allows you to permanently delete an entire
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application in any status.

IMPORTANT: Deleting an application is a permanent action. Once deleted, the
application cannot be accessed, re-instated, or viewed. There is no way to recover a
deleted application.

NOTE: ASSIST also has a Delete Component feature for deleting individual components
of a multi-project application. Refer to the topic titled Delete a Component for steps on
deleting individual components.

To delete the entire application:
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1. Open the Application Information page of the application you wish to delete.
2. From the Actions panel, select the Delete Application button.

Application Information @

AOR's must continue to wee their Grants.gov usermname and password to submit their applications. Login.gov credentials are not supported for submission at this time

M you ars unable to submit using your Grants. gov usermame and password far your sganization, plesss login to Grants.gov and go ts the My Aszount section and

resst your Grants.gov password

UPDATE SUBMISSION STATUS

Site SriMey  WERBudget  Research

COPY APPLICATION Perion Pan

Prafile
I DELETE APPLICATION
716

ERSITY OF CALIFORNLA, SAN DIEG

Work in Progress  Submit Application  “Subait Application thve for Signirg Officials
Status Date: JOFE-06-17 012 16:05,000 PM EDT

Click for SAM Registration Detalls

A confirmation message displays as follows: You are about to delete this
application. Once this application has been deleted you will no longer be able to re-
instate or view it. Do you wish to continue with the delete?
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& You are about to delete this application. Once this

application has been deleted you will no longer be

able to re-instate or view it. Do you wish to continue with the

delete?

3. Select the appropriate action:

You may cancel the action at this point by selecting the Go Back button. If you
choose Go Back, the delete process ends, you return to the summary tab
from which you began, and the following steps are no longer applicable.

—OR-—
To continue with the deletion, select the Continue button.

Upon continuing, a second confirmation displays as follows: Selecting Continue will
delete this application permanently.

& Selecting Continue will delete this application

permanently.

4. This warning provides a final means of aborting the deletion. Carefully select the
appropriate action:
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To stop the deletion process, select the Go Back button. If you choose Go Back,
the delete process ends, you return to the summary tab from which you began, and
the following steps are no longer applicable.

—OR-—

To confirm the action and permanently delete the application, select the
Continue button. Remember that this action is irreversible. Once the
application is deleted, you cannot re-instate it.

You cannot delete an application if one or more of the forms are locked by yourself or
another ASSIST user. If a form is locked, you will see the following error on your screen
after continuing from the second confirmation screen:

The application cannot be deleted as the following form(s) are currently locked by <User
ID> in: <application ID>: <locked form>

Once you've successfully deleted the application, the ASSIST log in page displays with
the message Application successfully deleted.

5.7 Add Optional Forms

Depending on the funding opportunity, optional forms may exist for both single- and multi-
project applications. You can add optional forms using the Add Optional Form feature.
Only the optional forms available for the specific funding opportunity can be added.

5.7.1 Optional Forms for Single Project Applications
To add optional forms to a single-project application:
1. Select the Add Optional Form button from the Actions navigation panel.

A pop-up window opens for selecting the form to be added.

Add Optional Form

Select the form you wish to add | Select Form "

e, | Application Inform:
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2.

3.

Choose a form from the drop-down list and select the Submit button to add the form
to the component.

NOTE: Selecting the Cancel button closes the window without added the form to
the component.

Select the tab of the corresponding form to enter information on the form.

5.7.2 Optional Forms For Multi-Project Applications

To add optional forms to a multi-project application:

1.

7.

Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

From the Application Information page expand the appropriate component from the
Component Type section.

Select a component type to display the Component Information.
The Component Information page opens for the component.
Select the Add Optional Form button from the Actions navigation panel.

A pop-up window opens for selecting the form to be added.

Add Optional Form

Application Inform:
Select the form you wish to add | salect Form =

e ]
nue to use th

submit us 2023 NIH. All Rights Reserved.

Choose a form from the drop-down list.

Select the Submit button to add the form to the component.

NOTE: Selecting the Cancel button closes the window without added the form to
the component.

Select the tab of the corresponding form to enter information on the form.

See Also
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« Edit Overall Component Forms

+ Edit Additional Component Type Forms

5.8 Other Components of Multi-Project Applications

Multiple-project opportunities often require additional component types with pre-defined
data collection requirements. Examples of these additional components include Admin
Core, Core, Project, Construction, Career Development, and Training. The component
types required for a multiple-project application differ depending on the Notice of Funding
Opportunity (NOFO).

The required component types for the opportunity can be selected from ASSIST and
added to the application. ASSIST only allows the required component types specific to
the opportunity to be added to the application. Adding a component also adds its
corresponding forms (e.g., Cover Page, Checklist).

Please refer to the NOFO for details on the application and component type
requirements.

Refer to the Application Guide for more information on components.

https://grants.nih.gov/grants/how-to-apply-application-guide.html

See Also

» Edit Additional Component Type Forms

+ Add Additional Component Types

5.8.1 Overall Component

The Overall component provides overview information for the application. The Overall
component describes the entire application and explains how each of the additional
components fit together. It is a special component type with a single occurrence in every
complex application. The PD/PI and multi-PD/PIs for the entire application are captured in
the Overall component. Itis the only component that includes full SF424 R&R cover data
collection. It does not include a budget.

The Overall component with corresponding forms (e.g., Cover Page, Checklist) is
automatically created when you initiate your application.

If additional components are available, they can be added using the Add New
Component button in the Actions section. Refer to the topic titled Other Components of
Multi-Project Applications for more information.

IMPORTANT: The figures provided in these topics serve as examples only. They may
not reflect what you see in your own applications and may not always represent valid
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data.

If you have specific questions about the forms available for your application, please
refer to the Application Guide.

See Also

» Edit Overall Component Forms

5.8.2 Add Additional Component Types
The additional component types available in ASSIST will vary by opportunity.

Users should add components for a specific component type in the order in which they
should appear within the final application image used by the agency for funding
consideration.

NOTE: The order of component types cannot be rearranged once they are added to the
application.

To add additional component types:

1. Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

2. From the Application Information page or the Component Information page, select
the Add New Component button in the Actions panel.

Artions
MAHAGE AC

NLE S5

EW STATUS HISTORY

( ADD HEW COMPOMENT >

The Add Component page displays.

3. Selecta Component Type from the drop-down list.
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NOTE: Only component types available for the application's opportunity number
display in the drop-down list.

4. Enter a Component Start Date or select one from the calendar tool. This field
defaults to the project start date entered on the Overall component.

5. Enter a Component End Date or select one from the calendar tool. This field
defaults to the project end date entered on the Overall component.

6. Enter a Component Project Title

7. Optional: Enter a Component Short Name (up to 20 characters) to help identify the
component. This is not a required field.

Component short names -when existing- appear on the Component Information
page as well as under the component identifier on the left-side Component Type
navigation panel. Component short names must be unique to the project and can be
updated from the Component Information page. Component short names are
available only for your convenience in ASSIST and do not carry over to Grants.gov
at the time of submission.

Component Type

+ Owerall

8. Select the Save button to add the component to the application and display the
forms associated with the component type selected.

NOTE: Selecting the Cancel button cancels the action without saving any
information.
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» Add Component

Actions @ Add Component @

Project Information

ADD NEW COMPONENT —

DSPLAY COMPONENT STATUS

HJEMT ORDER

Component Type

The Component Information page displays the Component Information (as well as
Application Information) as read-only with the status of the component as Work in
Progress. Tabs across the top of the page provide access to the applicable component
forms.

Tip: Check the Funding Opportunity Announcement text for component-specific
instructions for preparing additional components.

After adding the component you have the ability to access:

Update Component Forms

Manage Access

Add New Component

View Status History

Add Optional Form

Preview Current Component

Update Component Status

5.8.3 Component Information

The Component Information page is the ASSIST landing page for a specific component of
a multi-project application. This page is the first page seen when selecting a component
from the Component Type navigation panel. This page is also displayed when the
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Summary tab is selected for a component. The Component Information page includes
two sections: Component Information and Application Information.

» Comporant Information

—
Actions @ Core
RETURH TO APPLICATION R :
il R&R Cover | Cover Page  Other Sites SriKey || RAR Budget RER Research
= = Supplement  Project Person Subaward Plan
MAHAGE ACCESS Information Profile Budget

ADD OPTIOHAL FORM

ADD HEW COMPOMENT r =
: & Component Information
DISPLAY COMPONENT STATUS
%49-Core
CHANGE COMPONENT ORDER
Sample Short Hame [Update Short Hame)
PREVIEW CURRENT COMPONENT

Core
VALIDATE COMPONENT poment Tithe: Pride & Prejudice and the Human Psyche
WIEW STATUS HISTORY Component Project Leadis AUSTEM, JAME

UPDATE COMPONENT STATUS rganization: Sample Organization

2013-03-29 09:39:17.000 AM EDOT
DELETE COMPOMENT

COPY APPLICATION

DELETE APPLICATION & | Application Information

759
Dpportunity Mumber: PA-00-000

Component Type
Crime & Punishment and the Effects on Mental
Health

+ Overall

DOSTOEVSKY, FYODOR

UNIVERSITY

2012-11-05 03:14:53.000 PM EST

5.8.3.1 Component Information Section

The Component Information section reflects the information entered when the
component of a multi-project application was added to the application and is read-only.
The information includes the following:

¢ Component Identifier
Unique, system-generated number assigned to the component in ASSIST.
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Component Short Name (not for Overall components)

The short name entered at the time the component was added. Select the Update
Short Name link in this field to change the short name for this component.
Component Type

The type (e.g., Core) selected from the list of component types when the component
was added to the application.

Component Title

The title given to the component when added to the application.

Component Project Lead

The component lead(s) as entered on the Sr/Key Person Profile tab for the
component.

Organization

The organization name as added in the R&R Cover tab for the component.
Status

The current status (e.g., Work in Progress, Complete) for the component.

Tip: Hover over the status with your mouse for a short description of the status.

Status Date
The date and time of the last status change for the component.

5.8.3.2 Application Information Section

The Application Information section reflects the information entered during the initiation
process and is read-only.

Application ID

Unique, system-generated number assigned to the application in ASSIST.
Opportunity Number

The Notice of Funding Opportunity number associated with the application.
Project Title

Title of the application/project as entered by the person who initiated the application.
PD/Pl Name

Contact Pl for the entire application.

Organization

The lead applicant organization name of the submitting institution.

Status

The current status of the entire application.

Tip: Hover over the status with your mouse for a short description of the status.
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o Status Date
The date and time of the last status update.

5.8.3.3 Delete a Component
IMPORTANT: This topic is applicable only to multi-project applications.

If you are the Signing Official, Administrative Official, or the PI of the lead organization -
and/or- you have Entire Application Editor privilege, you have access to the Delete
Component feature in ASSIST. The Delete Component features allows you to
permanently delete individual components of any status from the application.

IMPORTANT: Deleting components is a permanent action. Once deleted, a component
cannot be accessed, retrieved, or viewed. There is no way to recover the component.

NOTE: ASSIST also has a Delete Application feature for deleting an entire application.
Individual components do not need to be deleted first when deleting the entire application.
Refer to the topic titled Delete the Application for steps on deleting entire applications.

To delete a component:
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1. Open the Summary tab of the component you wish to delete.
2. From the Actions panel, select the Delete Component button.

' L)

Actions

RETURH TO APPLICATION
MAHAGE ACCESS

ADD OPTIOHAL FORM

ADD HEW COMPOMENT
DISPLAY COMPOMENT STATUS
CHANGE COMPONENT ORDER

PREVIEW CURRENT COMPORENT
VALIDATE COMPONENT
WIEW STATUS HISTORY

UPDATE COMPONENT STATUS

C DELETE COMPONENT )

COPY APPLICATION

DELETE APPLICATION

Component Type

+ Cherall

Core

Sumemany

» Componant Information

REBR Cover | Cover Page Sites Srikey R&R Budget RE&R Research
Supplement |  Project Person Subaward Plan
Information Profile Budget
&= Component Information
94%-Core

& | Application Information

Sample Short Mame  [Update Short Hame)
Core

Pride & Prejudice and the Human Psyche
AUSTEN, JANE

Sample Organization

2013-03-29 09:39:17.000 AM EDT

]
Pib-00-000

Crime & Punishment and the Effects on Mental
Health

DOSTOEVSKY, FYODOR

UHIVERSITY

2012-11-05 03:14:53.000 PM EST

A confirmation message displays as follows: You are about to delete this
component. Once this component has been deleted you will no longer be able to
retrieve or view it. Do you wish to continue with the delete?
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2N

‘ Continue ' Co Back

3. Select the appropriate action:

You may cancel the action at this point by selecting the Go Back button. If you
choose Go Back, the delete process ends, you return to the summary tab
from which you began, and the following steps are no longer applicable.

—OR-—
To continue with the deletion, select the Continue button.

Upon continuing, a second confirmation displays as follows: Selecting Continue will
remove this component permanently from the application.

4. This warning provides a final means of aborting the deletion. Carefully select the
appropriate action:

To stop the deletion process, select the Go Back button. If you choose Go
Back, the delete process ends, you return to the summary tab from which you
began, and the following steps are no longer applicable.

—OR-—

To confirm the action and permanently delete the component from the
application, select the Continue button. Remember that this action is
irreversible. Once the component is deleted, you cannot retrieve it.
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NOTE: You cannot delete a component if one or more of its forms are locked by yourself
or another ASSIST user. If a form is locked, you will see the following error on your screen
after continuing from the second confirmation screen:

The component cannot be deleted as the following form(s) are currently locked by <User
ID> in: <application ID>: <locked form>

The Application Information screen displays with the message Component successfully
deleted. You will also notice that the component has been removed from the left-side
panel of Component Types.

sctions @ Application Information @

MANAGE ACCESS

S Applicatien Informat: INK 10 the bréadcrumbs 2 return 1 I
DISPLAY COMPOMENT STATUS lo Component Successfully deleted D
SPLAY COMPONENT STATUS
o

CHANGE COMPORENT ORIDER

PREVIEW APPLICATION

VALIDATE APPLICATION B Apphcauon Informatlon

VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS A t Crime & Punishment and the Effects on Mental
{ealth
DSTOEVSKY, FYODOR
COPY APPLICATION UHIVERSITY

When a component is deleted from an application, the Application Status History reflects
this action. The Status in the history show as Abandoned. The Status Comment will
indicate that the component was deleted by displaying the following Component ID: <ID
number> Deleted, along with the name of the ASSIST user who performed the deletion.

= Wiew Application Status History
jm—

Actions @ Application Status History @

RETURN TO APPLICATION INFO

Status Date = Crabus Statuz Commeant Statuz Type Update Uzar

DISPLAY COMPOMENT STATUS
( VIEW STATUS HISTORY _) (:'-_: OF 12:00:57 PM Abandoned Companent Id : 949 O ) JOYCE
ADD HEW COMPOMENT

See Also
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+ Updating the Component Short Name

» Application Information

5.8.3.4 Updating the Component Short Name

The Component Short Name is an optional field which can be entered when a
component is added to an application. The short name provides an alternative means for
identifying the component in case the system-generated component identifier is not
known. The short name is provided as a convenience and is used only in ASSIST. The
Component Short Name field also can be entered for the first time or updated from the
Component Information page.

To update the component short name:

1. Access the Component Information page by selecting the Summary tab for the
component or by selecting the component from the Component Type navigational
panel.
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* Component Infarmation

.-'tct'Lc:-nsa Core
RETURN TO APPLICATION e .
Rl RER Cover SEcwelr Page P?lher Sites ;r.-'Kev RER Budget - l:taar-: ; Re‘;Tarl:h
= upplement oject 'erson wulbsawar Jan
MANAGE ACCESS Information Prafile Budpet

ADD OPTIOHAL FORM

ADO NEW COMPONENT = .
o Component Information
DISPLAY COMPONENT STATUS
Companent ldentifier %49-Core
CHANGE COMPONENT ORDER
Sample Shart Hame [Update Short Hame|

PREVIEW CURRENT COMPONENT o

VALIDATE COMPONENT Pride & Prejudice and the Human Psyche

VIEW STATUS HISTORY vt Lead|s| AUSTEN, JANE

UPDATE COMPOMENT STATUS Sample Organization

2013-03-29 09:39:17.000 AM EDT
DELETE COMPONENT

COPY APPLICATION

DELETE APPLICATION &1 Application Information

759

Component Type PA-00-000
Project Title Crime & Punishment and the Effects on Mental
Health
+ Overall

DOSTOEVSKY, FYODOR

UNIVERSITY

2012-11-05 03:14:53.000 PM EST

2. Click the Update Short Name link located in the Component Short Name field.

3. From the Update Short Name pop-up window, enter a new name 20 characters or
less. The name must be unique, not used as the short name of another component
on the application.
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Core
ﬂ RER Covar | C L R R R I
| Component Information
s )
m L
o Application Information

4. Select the Submit button.

The Component Information updates with the new component short name.

See Also

 Component Information

5.8.4 Change Component Order
IMPORTANT: This topic is applicable only to multi-project applications.

The Change Component Order screen is used to set the order in which your components
appear in the submitted application (i.e., the PDF version) for each particular component
type. For example, if your application contains four components of the component type
Research, you can re-arrange those four components into any order you wish. The
component order can be changed for components in the status of Work in Progress,
Complete, or Final.
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» Change Component Order

retions @ Change Component Order @
RETURN TO APPLICATION Tip:
MAMAGE ACCESS

ADD OPTIOMAL FORM
ADD HEW COMPOMENT —
DISPLAY COMPONENT STATUS
CHANGE COMPONENT ORDER

VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

COPY APPLICATION

DELETE APPLICATION

Component Type

4+ Owerall
+ Career-Dev
+ Ressarch

¥ Training

NOTE: Although components within a particular component type can be re-ordered, you
cannot re-arrange the order of component types.

Access the Change Component Order screen by selecting the Change Component
Order button on the Actions panel. Once the screen is opened, follow the steps below to
update the order of components of a particular component type:

1. Select a component type from the Select Component Type drop-down list and click
the Select button. The component types displayed in the list depend on your
application's opportunity number.
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» Change Component Order

Actions @ Change Component Order @

RETURN TD APPLICATION Tip:

MAHAGE ACCESS

ADD OPTIONAL FORM

ADD MEW COMPONENT rlect ent Type — Choose Component — [ ]

DISPLAY COMPONENT STATUS

CHAHGE COMPONENT ORDER

WIEW STATUS HISTORY

The screen updates to display the current Order, Component, Project Title, and
Project Lead for each component of the selected component type. Components
display in the order in which they were added to the application until they are re-
ordered using this feature. Once components have been re-ordered, they will
display in the current (i.e., updated) order.

» Change Component Order

Actions @ Change Component Order @

RETURN TO APPLICATION Tip:

MANAGE ACCESS
ADD OPTIOMAL FORM
ADD NEW COMPONENT et ponent Ty Research L

HSPLAY COMPONENT STATUS

Order Component Project Title Project Lead
546-Research (Research 1) T mple of my 1st Research WHITMAN, WALT
oject.

d example of a Research AUSTEM, JANE

CHAHGE COMPONENT ORDER

VIEW STATUS HISTORY

Research |
UPDATE SUBMISSION STATUS
Research ] Research LEE, HARPER
4 B93-R rch (F 4] Research SHAKESPEARE, WILLIAM
COPY APPLICATION
OELETE APPLCATION _—T— [ Grcol |

Component Type

+ Owerall

+ Carser-Dev

— Research
S4b-Fesearch

2. Use the text box in the Order column for each component being re-ordered to enter
an order value. Make sure to enter a unique value in each Order field. You will
receive an error if you attempt to save the order of components with duplicate order
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values.

You may use decimal numbers (up to 2 places) and negative numbers to avoid re-
numbering every component. For example, to re-order a particular component to
appear between the first and second components, enter that component Order as
1.5.

After updating the values, you can use the Refresh button to display the
components in the updated order. Refreshing the displayed order does not save the
order and you can always use the Cancel button to abort the action, even after
refreshing the screen.

Change Component Order @

"[‘:I E:I:

B soec

Component Project Title Project Lead

)

3. When satisfied with the component order, select the Save button to save your
results and return to the Application Information screen.
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Change Component Order @

Tip:
To change components order, enter a numerical value in the Order field.

Select Component Type Besearch Em

Order Component Project Title Project Lead

1 5d6-Research (Research 1) This is a sample of my 15t Ressarch WHITMAN, WALT
Component Type project.

1 169-Research (Research 3) This is a sample of my 3rd Research AUSTEN, JANE
Component Type project.

3 199-Research (Research 2) This is my 2nd example of a Ressarch LEE, HARFER
component type projeck.

4 B93-Research (Research 4) This is my 4th sample of a Research SHAKESPEARE, WILLLAM

f.nr.upur.rnt Type project

C - ) o e

You can see your changes reflected in the Component Type panel.

Component Type

e Caneoe Do

~

— Research

Sd4b-Research
(Research 1)

169-Research
(Research 3)

+ Training

See Also

» Actions
» Application Information

+ Component Information
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5.8.5 Add Optional Forms

Depending on the funding opportunity, optional forms may exist for both single- and multi-
project applications. You can add optional forms using the Add Optional Form feature.
Only the optional forms available for the specific funding opportunity can be added.

5.8.5.1 Optional Forms for Single Project Applications
To add optional forms to a single-project application:
1. Select the Add Optional Form button from the Actions navigation panel.

A pop-up window opens for selecting the form to be added.

Add Optional Form

Select the form you wish to add | select Farm

Submit I Cancel
2073 NIH. all ey

e | Application Inform:

2. Choose a form from the drop-down list and select the Submit button to add the form
to the component.

NOTE: Selecting the Cancel button closes the window without added the form to
the component.

3. Select the tab of the corresponding form to enter information on the form.
5.8.5.2 Optional Forms For Multi-Project Applications
To add optional forms to a multi-project application:

1. Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

2. From the Application Information page expand the appropriate component from the
Component Type section.

3. Select a component type to display the Component Information.

The Component Information page opens for the component.
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4. Select the Add Optional Form button from the Actions navigation panel.

A pop-up window opens for selecting the form to be added.

Add Optional Form

Application Inform:

Select the form you wish to add | Salect Form =

§ e |
ADR's must continue to use th
If you are unable to submit us 2023 NIH. All Rights Reserved.

sen Id: ASSISTOO3E @3693
reset your Grants.gov passwo e

HISTORY
creen Rendered: O
UPDATE SUBMISSION STATUS Version:
RBR Cover  Cove o
Suppl 2.62.00.005

5. Choose a form from the drop-down list.

6. Select the Submit button to add the form to the component.

NOTE: Selecting the Cancel button closes the window without added the form to
the component.

7. Select the tab of the corresponding form to enter information on the form.

See Also

o Edit Overall Component Forms

» Edit Additional Component Type Forms

5.8.6 Edit Additional Component Type Forms

The forms of the component may be edited when the status is Work in Progress. The
following lists the basic steps for navigating and enabling forms for editing.

To edit component forms:

1. Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

2. From the Application Information page expand the appropriate component from the
Component Type section.

3. Expand the component type to display the components.
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4. Select the appropriate component.

7]

Actions

RETURH T APPLICATION
MAMAGE ACCESS

ADD OPTIOMAL FORM

ADD HEW COMPOMENT
DISPLAY COMPONENT STATUS
CHARGE COMPONENT ORDER

PREVIEW CURRENT COMPOMENT
VALIDATE COMPOMENT
VIEW 5TATUS HISTORY

UPDATE COMPONENT STATUS

+ Owerall

DELETE COMPONENT
COPY APPLICATION
DELETE APPLICATION

Component Tvpe

The Component Information page displays for the selected component.
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* Componadt Information

—
Actions o Core
RETURN TO APPLICATION r— -
bbbl | RER Cover | Cover Page | Other Sites Sr/Key || RER Budget RER Research
TR T Supplement  Project Person Subaward Plan
MANAGE ACCESS Informaticn Profile Budget

ADD OPTIONAL FORM

EW COMPY [ i
ALD HEW COMPONENT = Component Information

DISPLAY COMPONENT STATUS
45-Core
CHANGE COMPONENT ORDER
Sample Short Mame  [Update Short Mame)

Core

PREVIEW CURRENT COMPOMENT
VALIDATE COMPONENT Pride & Prejudice and the Human Psyche

VIEW STATUS HISTORY ponent Project Lead|s AUSTEN, JANE

UPDATE COMPOMENT STATUS rganazation: Sample Organization

2013-03-29 09:39:17.000 AM EDT
DELETE COMPONENT

COPY APPLICATION

DELETE APPLICATION & Application Information

739

Dpportunity Mumber: 00-000
Component Type D e el P4-00-000

Crime & Punishment and the Effects on Mental
Health

+ Owerall

DOSTOEVSKY, FYODOR

UNIVERSITY

20012-11-05 03:14:53.000 PM EST

5. Select the tab for the appropriate form.

6. Select the Edit button at the top of the form to open the fields for editing. Selecting
this button reserves the form, enables it for editing, and prevents others from editing
it simultaneously.

7. For forms with grouped sections, all editable data fields are expanded by default as
shown by the selected Expand All checkbox. Unselect the checkbox to collapse
the fields on the form.

NOTE: Individual fields can be expanded (when applicable) by selecting the down
arrow on the right side of the field and collapsed by selecting the up arrow.
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8.

10.
11.

Complete the forms as necessary, paying attention to the validation warnings.
These validations exist to ensure that the proper and required information is entered
correctly. Refer to the help topic titled Form and Field Level Validations for more
information.

For assistance with the information required on this form, please refer to the
appropriate Application Guide.

https://grants.nih.gov/grants/how-to-apply-application-guide.html

For system help with entering data into form fields, refer to the specific form help
topic located in Overall Component Forms and/or Other Components section of the
online help or User Guide.

Select one of the save options at the bottom of the form to save the data:

a. To save the information and keep the form open for further editing, select the
Save and Keep Lock button.

b. To save the information and close the form, select the Save and Release
Lock button

c. Formulti-page forms only: To save the data on the current page of the form
and to display a new page for entry, select the Save and Add button. The
Save and Add button is not available on all forms.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of
the entered information onto the form.

Navigate to the other forms by selecting the corresponding tabs.

When unsaved data exists: When navigating from tab to tab without saving the data,
a warning message displays as follows:

Exiting without saving will result in losing the data entered. Do you wish to save
before exiting?

Return to the form to save the data.

-OR-

Continue to next form without saving.

For security reasons, ASSIST employs a session time-out feature which logs you out of
ASSIST when the system determines that there has been no activity for a specific amount
of time. Before doing so, ASSIST displays a warning message indicating the remaining
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amount of time until the automatic logout occurs. To prevent the automatic time-out,
select the Continue Working button from the warning screen.

5.8.7 Delete a Component
IMPORTANT: This topic is applicable only to multi-project applications.

If you are the Signing Official, Administrative Official, or the PI of the lead organization -
and/or- you have Entire Application Editor privilege, you have access to the Delete
Component feature in ASSIST. The Delete Component features allows you to
permanently delete individual components of any status from the application.

IMPORTANT: Deleting components is a permanent action. Once deleted, a component
cannot be accessed, retrieved, or viewed. There is no way to recover the component.

NOTE: ASSIST also has a Delete Application feature for deleting an entire application.
Individual components do not need to be deleted first when deleting the entire application.
Refer to the topic titled Delete the Application for steps on deleting entire applications.

To delete a component:
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1. Open the Summary tab of the component you wish to delete.
2. From the Actions panel, select the Delete Component button.

' L)

Actions

RETURH TO APPLICATION
MAHAGE ACCESS

ADD OPTIOHAL FORM

ADD HEW COMPOMENT
DISPLAY COMPOMENT STATUS
CHANGE COMPONENT ORDER

PREVIEW CURRENT COMPORENT
VALIDATE COMPONENT
WIEW STATUS HISTORY

UPDATE COMPONENT STATUS

C DELETE COMPONENT )

COPY APPLICATION

DELETE APPLICATION

Component Type

+ Cherall

Core

Sumemany

» Componant Information

REBR Cover | Cover Page Sites Srikey R&R Budget RE&R Research
Supplement |  Project Person Subaward Plan
Information Profile Budget
&= Component Information
94%-Core

& | Application Information

Sample Short Mame  [Update Short Hame)
Core

Pride & Prejudice and the Human Psyche
AUSTEN, JANE

Sample Organization

2013-03-29 09:39:17.000 AM EDT

]
Pib-00-000

Crime & Punishment and the Effects on Mental
Health

DOSTOEVSKY, FYODOR

UHIVERSITY

2012-11-05 03:14:53.000 PM EST

A confirmation message displays as follows: You are about to delete this
component. Once this component has been deleted you will no longer be able to
retrieve or view it. Do you wish to continue with the delete?
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2N

‘ Continue ' Co Back

3. Select the appropriate action:

You may cancel the action at this point by selecting the Go Back button. If you
choose Go Back, the delete process ends, you return to the summary tab
from which you began, and the following steps are no longer applicable.

—OR-—
To continue with the deletion, select the Continue button.

Upon continuing, a second confirmation displays as follows: Selecting Continue will
remove this component permanently from the application.

4. This warning provides a final means of aborting the deletion. Carefully select the
appropriate action:

To stop the deletion process, select the Go Back button. If you choose Go
Back, the delete process ends, you return to the summary tab from which you
began, and the following steps are no longer applicable.

—OR-

To confirm the action and permanently delete the component from the
application, select the Continue button. Remember that this action is
irreversible. Once the component is deleted, you cannot retrieve it.
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NOTE: You cannot delete a component if one or more of its forms are locked by yourself
or another ASSIST user. If a form is locked, you will see the following error on your screen
after continuing from the second confirmation screen:

The component cannot be deleted as the following form(s) are currently locked by <User
ID> in: <application ID>: <locked form>

The Application Information screen displays with the message Component successfully
deleted. You will also notice that the component has been removed from the left-side
panel of Component Types.

sctions @ Application Information @

MANAGE ACCESS

S Applicatien Informat: INK 10 the bréadcrumbs 2 return 1 I
DISPLAY COMPOMENT STATUS lo Component Successfully deleted D
SPLAY COMPONENT STATUS
o

CHANGE COMPORENT ORIDER

PREVIEW APPLICATION

VALIDATE APPLICATION B Apphcauon Informatlon

VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS A t Crime & Punishment and the Effects on Mental
{ealth
DSTOEVSKY, FYODOR
COPY APPLICATION UHIVERSITY

When a component is deleted from an application, the Application Status History reflects
this action. The Status in the history show as Abandoned. The Status Comment will
indicate that the component was deleted by displaying the following Component ID: <ID
number> Deleted, along with the name of the ASSIST user who performed the deletion.

= Wiew Application Status History
jm—

Actions @ Application Status History @

RETURN TO APPLICATION INFO

Status Date = Crabus Statuz Commeant Statuz Type Update Uzar

DISPLAY COMPONENT STATUS

( VIEW STATUS HISTORY _) (:':: OF 12:00:57 PM  Abandoned Component Id : 949 om ) JOVCE
ADD MEW COMPOMEMT - -
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6 Forms Data Entry

The forms of an application can be edited when the status of the application (or of a multi-
project component) is Work in Progress. This topic lists the basic steps for navigating and
enabling forms for editing. Before starting to enter data on a form, be prepared to enter
data marked with an asterisk (*) as these data elements are required to save the form.

For field-level instructions on each question, see the application form instructions in
HTML or PDF format at: https://grants.nih.gov/grants/how-to-apply-application-

guide.html.

To edit application forms:

1. Select the Return to Application button on the Actions panel to return to the
Application Information page.

2. If you are working on a single-project application, refer to Step 3. For multi-project
applications:

a. From the Application Information screen expand and select the appropriate
component from the Component Type section. After being selected, the
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component will display on the Component Information screen.

@

Actions
RETURH TO APPLICATION
MAMAGE ACCESS
ADD OPTIOMAL FORM
ADD HEW COMPOMNENT
DISPLAY COMPOMENT STATLUS
{HAHGE COMPOHENT ORDER
PREVIEW CURRENT COMPOMNENT
WVALIDATE COMPOMENT
VIEW STATUS HISTORY

UPDATE COMPOMENT STATLIS

DELETE COMPOMENT

COPY APPLICATION

DELETE APPLICATION

Y

+ Owverall

+ Admin-Core

+ Ressarch-Core

Component Tvpe

3. Select the tab for the appropriate form.

Summary

RE&R Cover || Cover Page

Supplement

Other
Project

Infarmation

Sites

Srikey
Person
Profile

Research
Plan

4. Select the Edit button at the top of the form to open the fields for editing. Selecting
this button reserves the form, enables it for editing, and prevents others from editing

it simultaneously.
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5.

For forms with grouped sections, all editable data fields are expanded by default, as
shown by the selected Expand All check box. Unselect the check box to collapse
the fields on the form.

NOTE: Individual fields can be expanded (when applicable) by selecting the down
arrow on the right side of the field and collapsed by selecting the up arrow.

Complete the forms as necessary, paying attention to the validation warnings.
These validations exist to ensure that the proper and required information is entered
correctly. Refer to the help topic titled Form and Field Level Validations for more
information.

For assistance with the information required on this form, please refer to the
appropriate Application Guide.

https://grants.nih.gov/grants/how-to-apply-application-guide.html

Select one of the save options at the bottom of the form to save the data:

a. To save the information and keep the form open for further editing, select the
Save and Keep Lock button.

b. To save the information and close the form, select the Save and Release
Lock button.

c. Formulti-page forms only: To save the data on the current page of the form
and to display a new page for entry, select the Save and Add button. The
Save and Add button is not available on all forms.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of
the entered information onto the form.

Navigate to and complete the other forms by selecting the corresponding tabs and
following the same steps.

When unsaved data exists: When navigating from tab to tab without saving the data,
a warning message displays as follows:

Exiting without saving will result in losing the data entered. Do you wish to save
before exiting?

Return to the form to save the data.
a. Select the Go Back button to return to the unsaved form.

b. Select the button for a save option at the bottom of the form.
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c. Navigate to the next form again.
-OR-

Continue to next form without saving.
a. Select the Continue button to move to the selected form without saving the
changes entered onto the current form.
b. Complete the new form as appropriate.
c. Repeat steps for navigating to other forms.

For security reasons, ASSIST employs a session time-out feature which logs you out of
ASSIST when the system determines that there has been no activity for a specific amount
of time. Before doing so, ASSIST displays a warning message indicating the remaining
amount of time until the automatic logout occurs. To prevent the automatic time-out,
select the Continue Working button from the warning screen.

6.1 Human Subjects & Clinical Trials Information Form
6.1.1 Research & Related Other Project Information

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-H, which must be used for applications
with due dates on or after January 25, 2023 (see guide notice NOT-OD-22-195. Also see
the annotated form set and summary of changes for Forms-H.) For due dates on or before
January 24, 2023, use FORMS-G.

6.1.2 Steps for Filling out the Form

This page walks you through the PHS Human Subjects and Clinical Trials Information
form, which consolidates human subjects, inclusion enrollment, and clinical trial
information previously collected across multiple agency forms.

The human subjects section of the Research & Related Other Product Information form
will need to be completed before opening the Human Subjects and Clinical Trials form.
The first few answers in the R&R Other Product Information form will populate the first
three questions in the Human Subjects and Clinical Trials Information form.
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Application Information @

All editable fields marked with ™ must be entered in order to Save this form. Please gather thes

Summary RE&R Cover Cover Page P?th:;t Sites SriKey Training Tr
Supplement I f-nuj t Person Budget Sul
Sl Profile B

Research & Related Other Project Information

R&R OtherProjectinfo v1.4 @

ﬂ* Are Human 5ubjects Involved O Yes O No

1.a If YES to Human 5ubjects

Is the project exempt from Federal regulations? O Yes © No
If yes, check the appropriate exemption number. C11 Oz O3 0O«
If no, is the IRB review Pending? O Yes © No

IRB Approval Date

Human Subjects Assurance Number

2. * Are Vertebrate Animals Used? O Yes O No

2.a If YES to Vertebrate Animals
Is the IACUC review Pending? 0 Yes O No

IACUC Approval Date

Animal Welfare Assurance Number

3. * Is proprietary/privileged information included in the 0 Yes 0 No
application?

4.a. * Does this project have an actual or potential impact - O Yes © No
positive or negative - on the environment?

4.b. If yes, please explain:
4.c. If this project has an actual or potential impact on O Yes O No

the environment, has an exemption been
authorized or an environmental assessment (EA)
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The top of the Human Subjects & Clinical Trials form has a reminder to complete the R&R
Other Project Information form first.

Application Information @

Summary R&R Cover Cover Page Other Sites Srikey Training Training Training
Supplement Project Person Budget Subaward  Program Plan
Information Profile Budget

PHS Human Subjects and Clinical Trials Information
PHS Human Subjects and Clinical Trials Information v3.0 @

Edit View Burden Statement

Use of Human Specimens and/or Data

* Does any of the proposed research in the application involve human specimens and/or O Yes O No
data?

Provide an explanation for any use of human specimens and/or data not considered to

be human subjects research.
LUhPela i)l Delete Attachment

Please complete the human subjects section of the Research & Related Other Project Information form prior to completing

The following items are taken from the Research & Related Other Project Information form and displayed here for your refe
the Research & Related Other Project Information form and may impact the data items you are required to complete on thi

Are Human Subjects Involved? Yes No
Is the Project Exempt from Federal regulations? Yes No
Exemption number: 1 2 3 4 5

The Summary page will be the first page of the Human Subjects and Clinical Trials form.
This is where you will see the pre-populated answers from the R&R Other Project
Information form regarding Human Subjects. Those pre-populated answers will
determine the content and mandatory actions in the next section of the form.

The first question asks if the proposed research involves human specimens and/or data.
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Application Information @

Summary RE&R Cover Cover Page Other Sites S5riKey Training Tr
Supplement Project Person Budget Sul
Information Profile B

PHS Human Subjects and Clinical Trials Information
PHS Human Subjects and Clinical Trials Information v3.0 @

Edit View Burden Statement

Use of Human Specimens and/or Data

”

* Does any of the proposed research in the application invelve human specimens and/or
data?

Provide an explanation for any use of human specimens and/or data not considered to
be human subjects research.

Add Attach

Please complete the human subjects section of the Research & Related Other Project Informatiol

The following items are taken from the Research & Related Other Project Information form and ¢
the Research & Related Other Project Information form and may impact the data items you are r

Are Human Subjects Involved? Yes Mo
Is the Project Exempt from Federal regulations? Yes Mo
Exemption number: 1 2

 If human subjects are involved, select the Yes radio button and add a Study Record

or Delayed Onset Study for each proposed Human Subjects study and any Other
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Requested Information indicated in the NOFO.
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Application Information @

Summary R&R Cover Cover Page Other Sites SriKey
Supplement Project Person
Information Profile

Training Training Training
Budget Subaward  Program Plan
Budget

PHS Human Subjects and Clinical Trials Information

Edit View Burden Statement

Use of Human Specimens and/or Data

data?

be human subjects research.

PHS Human Subjects and Clinical Trials Information v3.0 @

* Does any of the proposed research in the application involve human specimens and/or @)Yes O No

Provide an explanation for any use of human specimens and/or data not considered to

LNl el il Delete Attachment

Please complete the human subjects section of the Research & Related Other Project Information form prior to completing

The following items are taken from the Research & Related Other Project Information form and displayed here for your ref
the Research & Related Other Project Information form and may impact the data items you are required to complete on th

Are Human Subjects Involved? Yes No
Is the Project Exempt from Federal regulations? Yes No
Exemption number: 1 2 3 4 5

If Yes to Human Subjects

Other Requested Information

Study Record(s)

Attach human subjec

Add New Study Download Study Upload Study

Mothing found to display.

LG el il Delete Attachment

udy records using uniqug filenames.

Entry # Study Title Clinical Trial?
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» An additional functionality available in ASSIST is to download a study to your local
environment to provide to other collaborators to complete and then the completed
study can be uploaded. The buttons for these functions are to the right of the Add
New Study button.

» For Other Requested Information follow instructions in the Notice of Funding
Opportunity (NOFO) regarding the inclusion of other information or attachments.
Additionally, for multi-core applications that share studies, use this area in the
affected cores to reference the study in the Overall core.

IMPORTANT: Studies must only be added once for each application regardless
of how many times they are used by other cores.

NOTE: With regard to Project Exemptions from Federal regulations, those
applicable to NIH are 1, 2, and 4. See this NIH infographic for more detail. A
summary is listed below.

* Exemption 1 - research conducted in an educational setting involving normal
educational practices.

* Exemption 2 - research using educational tests, surveys, interviews, or
observations of public behavior unless identifiable and pose risks. (not collecting
sensitive information). See the infographic for limits on involving children.

* Exemption 4 - secondary research using identifiable information or biospecimens
if publicly available, or recorded such that subjects cannot be re-identified.

» Add one or more Study Records or Delayed Onset Studies. All study titles must be
unique to your organization. For multi-component applications with shared
protocols, the study should be included in the Overall and the study referred to using
this box.

NOTE: A Delayed Onset Study, marked as an anticipated clinical trial, can fulfill
NOFO requirements

Tip: You will not be able to add a regular or delayed study if you answered "No" to
the human subjects question in the R&R Other Project Information form.

» For Delayed Onset Studies, provide a Justification regarding the reasons why the
study cannot be described at the time of submission.

Tip: For Delayed Onset Studies, multiple studies may be grouped in a single record.
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IMPORTANT: If you change your answer to the "Are Human Subjects Involved"
question on the R&R Other Project Information Form after you have started entering
information into the PHS Human Subjects and Clinical Trials Information form, your
data in the PHS Human Subjects and Clinical Trials Information form may be lost. A
warning pop-up will display:

{

A

6.1.3 Study Record

6.1.3.1 The Study Record consists of five sections:

Section 1 - Basic Information: Title, exemptions, and Clinical Trial information

Section 2 - Study Population Characteristics: Focus, Demographics, IERs, etc.

Section 3 - Protection and Monitoring Plans: Information regarding PHS issues,
data and safety monitoring, and team structure.

Section 4 - Protocol Synopsis: Study design, purpose, interventions, metric
parameters, etc.

Section 5 - Other Clinical Trial-related Attachments: Area used for any
additional attachments that do not fit the other sections.

Section 6 - Clinical Milestone Plan: Used to record milestone dates and whether
study is an applicable clinical trial under FDAAA.

The bottom of the Study Record includes five buttons:

Save and Keep Lock. Save your changes and keep the form locked from further
changes
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» Save and Release Lock. Save your changes and release the form to be edited by
others

» Save and Add.

» Cancel and Release Lock. Cancel any changes made and release the form to
be edited by others.

* Remove Study. Removes the current study and saves the deletion.

Save and Keep Lock Save and Release Lack Save and Add Cancel and Release Lock Remaove Study

6.1.3.2 Study Record - Section 1 Basic Information

Section 1 includes basic information and must be completed for all human study records,
both those with or without clinical trials.

PHS Human Subjects and Clinical Trials Information - Study Record 1
PHS Human Subjects and Clinical Trials Information v1.0 @

Edit ¥l Expand All  * Reguired fieldys)
SECTION 1 - BASIC INFORMATION -
*1.1. Study Title (each study title must TEST for Documentation 1

be unique)

* 1.2. Is this Study Exempt from Federal () Yes (@ Mo

Regulations?

1.3. Exemption Number O+10203040ds0ds 701 8

*1.4. Clinical Trial Questionnaire

If the answers to all four questions below are yes, this study meets the definition of a Clinical Trial.

1.4.a. Does the study involve human participants? ® Yes () No

1.4.b. Are the participants prospectively assigned to an ® Yes () No
intervention?

1.4.c. Is the study designed to evaluate the effect of ® Yes () Mo

the intervention on the participants?

1.4.d. Is the effect that will be evaluated a health- ® Yes (O No
related biomedical or behavioral outcome?

1.5. Provide the ClinicalTrials.gov Identifier {e.g., NCTB7654321) for this trial, if applicable

Click the Populate button to retrieve data from ClinicalTrials. gov registration once ldentifier is entered.

Populate

This section includes:

» A Study Title up to 600 characters, which must be unique within your organization.
» Exemption question. This is a required question and is system enforced.
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» Exemption code information. Where the exemption code information provided on
the Other Project Information form was for the application as a whole, this field asks
about exemption code information at the study level.

» Aclinical trial questionnaire. If you answered Yes to Are Human Subjects Involved?
question on the Other Project Information form, then question 1.4.a Does the
study involve human participants? defaults to Yes and is non-editable. If you
answer Yes to all four questions, the study will be considered a clinical trial and
section 5 appears on the form, requiring you to provide trial-specific data. Refer to
more comprehensive instructions in the How to Apply guides located here;
https://grants.nih.gov/grants/how-to-apply-application-guide.html.

» A ClinicalTrials.gov Identifier (NCT number) if available. To populate information
from a trial registered at ClinicalTrials.gov, enter the NCT number in the specified
format and select the Populate button. This feature will do a best effort copy of form
field data as well as attachments. When the copy is done, you should check the
form for completeness.

NOTE: The Human Subjects and Clinical Trials forms in ASSIST and the
ClinicalTrials.gov forms have many fields in common. Collecting the NCT number in
ASSIST positions us for a future exchange data with ClinicalTrials.gov to reduce
data entry and provide more consistent information between systems.

6.1.3.3 Study Record - Section 2 Study Population Characteristics

Section 2 is used to capture conditions and eligibility criteria as well as demographic
information.

This section is required for all human subject studies, unless exemption 4 applies.

For Conditions or Focus of Study, use the Add New Condition button in Section 2 to
enter up to 20 conditions or areas of focus, each of which is limited to 255 characters.
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2.1. Conditions or Focus of Study Action
Mothing found to display

Add New Condition

2.2. Eligibility Criteria

Enter up to 15000 characters

Characters Remaining: 15000
2.3. Age Limits Minimum Age v | Maximum Age e

2.3.a. Inclusion of ERLESE NS Delete Attachment  View Attachment

Individuals Across
the Lifespan

2.4. Inclusion of Women ENL PN E NIl Delete Attachment  View Attachment

and Minorities
2.5. Recruitment and RPN E NIl Delete Attachment  View Attachment
Retention Plan

2.6. Recruitment Status

S

2.7. Study Timeline GG RERINNE  Delete Attachment  View Attachment
2.8. Enrollment of First lfl e

Participant
2.9. Inclusion Enrollment Reports(s)

Add Mew Inclusion Enrcllment Report

Enrollment Location
Entry # Type Enrollment Location Action

Mothing found to display.

If you view this form in Post Submission, then question 2.8 directs you to answer the
Enroliment of First Participant question in section 6.3, which appears only in Post
Submission.

The last item in this section is for inclusion reporting. When you click the Add New
Inclusion Enroliment Report button, the intake form for the inclusion enroliment report
opens. See the IER page for more detail.

6.1.3.4 Inclusion Enrollment Report

Standalone PHS Inclusion Enrollment Report forms are no longer used. Instead, data
collection for up to 20 Inclusion Enrollment Reports has been folded into each Study
Record.
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For specific information, please go to How to Apply - Application Guide, then click
Research Instructions, and search the resulting document for "Inclusion Enroliment
Report".

Click on the Add New Inclusion Enroliment Report button in Section 2 of the Study
Record screen to initiate the Inclusion Enrollment Report.

SECTION 2 - STUDY POPULATION CHARACTERISTICS -

2.1, Conditionz or Focus of Study Action
hothing found to dizplay

Add New Condition

2.1. Eligibility Criteria

Enter up to 15000 characters

Characters Remaining: 15000

2.3. Age Limits Minimum Age w | Maximum Age et

2.3.a. Inclusion of LGRS E L EI  Delete Attachment  Wiew Attachment
Individuals Across
the Lifespan

2.4. Inclusion of LGRS E L EI  Delete Attachment  Wiew Attachment
Women and
Minorities

2.5. Recruitment and ILERASE L Delete Attachment  Wiew Attachment
Retention Plan

2.6. Recruitinent o
Status

2.7. Study Timeline LGRSO [elete Attachment  Wiew Attachment

2.8. Enrollment of First Participant {S$EE SECTION 6.3)

2.9, Inclusion Enrollment Reports(s)

#dd Mew Inclusion Enrollment Repart

Enrollment Location
Entry # Tupe Enrollment Location Action

! 164668 Domestic

For each Inclusion Enrollment Report, applicants must indicate whether an existing
dataset or resource will be used and whether the enroliment location type is domestic or
foreign.

There are also a few optional fields in the report, including a text entry Comments field.
The Inclusion Enrollment Report Title field should be unique to help you identify the
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report. The human subjects study title appears by default for all existing studies but can
be changed. For new users and those with a work in progress study, the title is blank and

must be filled out.

Edit

* 1. lnclusion Enrollment
Report Title

* 2. Using an Exdsting
Dataset or Resource
* 3. Enrollment Location
Type
4. Enrollinent
Countryiies)

5. Enrollment Location(s)

6. Comments

Human Subjects Summary = Study Record: 1 = Incluzion Enrollment Report: 2

Inclusion Enrollment Report 2 vZ.0 @

Enter up to 600 characters

Characters Remaining: a00

O Yes OHNo

O Domestic O Foreign

Mone selected ~

Enter up to 255 characters

Characters Remaining: 255

Enter up to 500 characters

Characters Remaining: 500

Planned and Cumulative enrollment data is entered into two separate tables.
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Planned
Ethnic Categories
Mot Hispanic or Latino Hizpanic or Latino Total
Racial
Categories Female fnale Female Male
Amercan 1]
IndianSAlazka : 0 0 :
Mative
0
Azian . o o .
Mative a 0 0 0 0
Hawailan or
Other Pacific
lslander
Black or 1]
0 I I 0
Afrcan
Amercan
0
White . . . .
fhore than 0
0 I I 0
One Race
Total 1] ] ] I ]

Cumulative (Actual)

Ethnic Categories
Unknown/Maot Repaorted

Mot Hizpanic or Latino Hizpanic ar Latino Ethmicity Total
Unknoow Unknoow Unknoow
ndMot n/Mot niMot
Racial Reporte Reporte Reporte
Categories Female fnale d Female Male d Female Male d
Amercan 1]
IndianSAlazka 0 : 0 : 0 0 0 0 0
Mative
0
tizian I 0 I 0 I I I I I
Mative 0 0 0 0 0 0 0 0 0 0
Hawailan or
Other Pacific
lslander
dlecl air i 0 i 0 i i i i i 0
Afrcan
Amercan
0
White I 0 I 0 I I I I I
fhore than i a 0 0 0 0 0 0 0 0
One Race
Urknown ar 1]
I 0 I 0 I I I I I
Mot Reported
Total 0 a 0 1] 0 0 0 0 0 0

Instructions for Participant Level Data Upload @
Participant level data File (C5V):

Dowenload Participant Lewel Data Template Upload Participant Lewel Data fttachment

> and &dd Cancel and Releas Remove Repg
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Editing Cumulative (Actual) Inclusion counts

There are two ways to edit the existing Inclusion Enroliment Report (IER) data for
Cumulative (Actual) counts:

1. You can update the cells online in the existing report in the web form.
2. You can upload participant-level data using the Upload Participant Level Data
Attachment button. This is required for some applications (see Notes).

Notes:

« If you plan to upload the data, you must use the provided template by clicking the
Download Participant Level Data Template button. This downloads a CSV file
that can be updated with new totals.

« Individual-level participant data on sex/gender, race, ethnicity and age at enroliment
are required in progress reports for competitive applications submitted for due
dates on or after January 25, 2019 (See NIH Guide Notice NOT-OD-18-116).

To use the template:

» Download the spreadsheet template for entering participant-level data by clicking
the Download Participant Level Data Template button below the Cumulative
(Actual) table. Fill the template with data for the study.

° The columns in the template should not be altered, altering the format or
category titles will result in an error during the uploading process.

o Data may be copied/transferred into the template from another source or
entered directly into the template.

» Once the new totals have been entered into the template and the file has been
saved, use the Upload Participant Level Data Attachment button to upload the
file which will update the Cumulative (Actual) counts in the online web form.
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Cumulative (Actual)
Ethnic Categories

Unknown/Hot Reported
Mot Hispanic or Latino Hispanic or Latino Ethnicity Total
Unlonowmn Unknown Unkerown
Racial Mot /Mot /Mot
Categories Female Male Reported Female Male  Reported Female Male  Reported
American 0
Indian/ Alaska 42 31 0 7 [V 0 0 0 0
Mative
0
Asian 0 0 0 0 0 0 0 0 0
R 0 0 0 0 0 0 0 0 0 0
Hawaiian or
COther Pacific
Islander
Hhe s 676 510 0 15 20 0 0 0 0 1221
African
American
0
White 3526 2663 0 300 214 0 0 0 0
More than 1]
One Race 0 0 0 0 0 0 0 0 0
Unknown or 0
Not Reported 0 0 0 0 0 0 0 0 Q
Total 0 0 0 0 240 0 0 0 1] 240
Need Help @

Participant level data file (C5V):

Download Participant Level Data Template Upload Participant Level Data Attachment

Download Current Participant Level Data Remove Current Participant Level Data
Save and Keep Lock Save and Release Lock Save and Add Cancel and Release Lock

You can click on the Download Current Participant Level Data button to download the
file containing the data for your own records.
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For Planned counts, the cells must be updated online in the report itself.

Planned
Ethnic Categories
Mot Hispamic or Latino Hispanic or Latino Total
Racial
Categories Female Male Female Male
American 2 7 0
Indian/Alaska 4 . o
Mative
Asian 0 0 0 0 ‘
Nat::i‘.-'e D |:| |:| C I:
Hawaiian or
Other Pacific
Islander
Blan?kc-r 676 510 15 10 1211
African
American
White 3526 2663 300 214 0
More than 0
0 0 0 0
One Race
Total 0 0 0 230 230

6.1.3.5 Study Record - Section 3 Protection and Monitoring Plans

This section includes the Protection of Human Subjects attachment. Before filling the
attachment out, read through the application guide instructions for the Protection of
Human Subjects attachment.

All human subjects studies must provide a Protection of Human Subjects attachment and
answer the question regarding multi-site studies. If applicants propose a multi-site study
that will use the same protocol to conduct non-exempt Human Subject research at more
than one domestic site, they need to attach your plan describing how they will comply with
the NIH policy on the use of single-IRB for multi-site research. Note that the IRB Plan
attachment is not required for Forms F version 2.0 and later.
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3.

- Protection of Human PPNl Delete Attachment  View Attachment

Subjects

3.2. Is this a multi-site study that will use the same protocol to conduct non-exempt human subjects research at more than
one domestic site?
O Yes O No O N/A
Single IRB plan Add Attachment — Delete Attachment  View Attachment
attachment

3.3. Data and Safety Lhllisetlii =il  Delete Attachment  View Attachment
Monitoring Plan

3.4. Will a Data and Safety Monitoring Board be O ¥es OHMo
appointed for this study?

3.5. Overall Structure of Lhllisetlii =il  Delete Attachment  View Attachment

the Study Team

The remaining fields in this section — the Data and Safety Monitoring Plan attachment,
question about the use of a Data Safety Monitoring Board, and the Overall Structure of
the Study Team attachment — only apply to studies involving clinical trials, though other
studies can include them if needed.

6.1.3.6 Study Record - Section 4 Protocol Synopsis

Section 4 is the Protocol Synopsis and is only required for study records involving
independent clinical trials.
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SECTION 4 - PROTOCOL SYMOPSIS -

4.1. $tudy Design

+.1.a. Detailed Enter up to 32000 Characters
Description
Characters Remaining: 32000
4.1.b. v
Primary
Purpose

4.1.c. Interventions
Intervention
Type Mame Description action
Mothing found to display

4.1.d. S$tudy Phase v

Is this an HIH-defined Phase Il clinical trial? o Yes @ Ho

4.1.e. Intervention v
Model
4.1.F. Masking O ves OHo
Participant Care Provider Investigator Outcomes Assessor
4.1.g. Allocation v

4.2. Outcome Measures

Type Mame Time Frame Erief Description action
Mothing found to display

4.3. Statistical Design [ELEASENN SN [clete dttachment  Wiew attachment
and Power

4.4, Subject
Participation
Duration

4.5. Will the study use an FDA- O ves OHo
regulated intervention?

4.5.a. If yes, describe the availability of Investigational Product {IP} and Investigational Hew Drug
{IHD}Anvestigational Device Exemption {IDE) status

#dd Attachment Delete Attachment  \Wiew attachment

4.5, Is this an applicable clinical trial under FDAAA? (SEE SECTIOH &.5)

4.7. Dissemination
Plan

Delete attachment VWiew attachment

The protocol synopsis includes:
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» Study Design fields related to:
* A Narrative Study Description, up to 32,000 characters

e Adrop-down selection for Primary Purpose

» The type, name and description for up to 20 Interventions

» A drop-down selection for Study Phase and radio buttons to identify NIH-
Defined Phase il clinical trials

* A drop-down selection for Intervention Model

» Check boxes for Masking Information. If "Yes" is selected, at least one of the
related boxes must be checked.

» Adrop-down selection for Allocation

» The ability to provide the name, type, time frame and description for at least one, but
up to 50 Outcome Measures. Character limits for the Name and Time Frame are
255 characters and the limit for the Brief Description is 999 characters.

» A Statistical Design and Power attachment.

» A Subject Participation Duration attachment with a 255 character limit.

» Question 4.6, Is this an applicable clinical trial under FDAAA, is new. If in pre-
submission, enter the answer to this question in Section 4. If in post-submission,
enter this question in section 6.6. FDAAA refers to the Food and Drug
Administration Amendments Act (FDAAA) of 2007. To learn more, see the
Identifying an Applicable Clinical Trial under FDAAA flowchart.

* A Dissemination Plan attachment used to describe an applicant’s plan for the
dissemination of NIH-funded clinical trial information and how they plan to meet the
expectations of NIH’s new policies including the requirement to register and report
results in ClinicalTrials.gov. Usually, one plan per application is sufficient and the
plan may be attached in multiple studies.

The Description, Study Design, and Outcome Measures fields all directly map to fields in
ClinicalTrials.gov.

6.1.3.7 Study Record - Section 5 Other Clinical Trial-Related Attachments

The final section, Section 5, is for Other Clinical Trial-related Attachments. It appears
only for clinical trial study records and only when an attachment is specifically requested
in the Notice of Funding Opportunity (NOFO) to which you are applying. If the answers to
questions 1.4.a through 1.4.d are all Yes, then section 5 appears, as those questions
indicate a clinical trial.

If attachments are required, follow the directions in the NOFO and/or contact the indicated
program staff listed in the NOFO for further guidance.
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SECTIOM 5 - OTHER CLIMICAL TRIAL-RELATED ATTACHMENTS

5.1. Other Clinical Trial-related Add Attachment

Attachments

Delete on Update View
Appendix File Hame Save Attachment Attachment

Mothing found to display.

Save and Keep Lock Save and Release Lock Save and Add Cancel and Release Lock

6.1.3.8 Study Record - Section 6 Clinical Milestone Plan
Section 6 appears only in post-submission in the form HSCT Post Submission to record

key milestone dates. .
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HSCT Fost
Submission

Summary

SECTION 6 - Clinical Trial Milestone Plan

6.1. Study Primary
Completion Date

&.2. Study Final
Completion Date

6.3, Enrolinent and randomization
Enrollment
of the first
participant
{$tudy Start
Date)

25% of
planned
enrollment
recruited
by

50% of
planned
enrollment
recruited
by

75% of
Plarmmed
enrollment
recruited
by

100% of
planned
enrollment
recruited
by

&.4. Completion of
primary
endpoint data
analyses

4.3. Reporting of
resutts in
ClinicalTrials.gov

6.6. Is this an applicable
clinical trial under FDAAA?

O Ho

HE

O Anticipated

) Anticipated O

) Anticipated O

) Anticipated O

) Anticipated O

O Anticipated

O Anticipated

O Anticipated

) Anticipated O

O Actual

Actual

Actual

Actual

Actual

O Actual

O Actual

O Actual

Actual

In question 6.6, FDAAA refers to the Food and Drug Administration Amendments Act
(FDAAA) of 2007. To learn more, see the Identifying an Applicable Clinical Trial under

FDAA flowchart.
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6.1.3.9 Participant Level Data Collection

Participant Level Data rules (including Age):

1. Participant level data collection will include one or more entries with 5 fields: Race,
Ethnicity, Gender, Age, and Age Unit. Data can be uploaded as a CSV file through
ASSIST UI, or submitted as XML through S2S.

o Race, Ethnicity, Sex/Gender must contain valid values per OMB standards
(consistent with Grants.gov form). For S2S these should be enforced in the
XML schema. - (DAT attached)

® Race values are:
° American Indian

o Asian

o Black

° Hawaiian

° More than one race

° Unknown

o White

2. Age must be a whole number between 0 and 9999 (four digits). Valid Age Units are
Minutes, Hours, Days, Weeks, Months, Years, Ninety Plus, and Unknown. If the

Age Units are any value other than Ninety Plus or Unknown, an Age number is

required. If Ninety Plus or Unknown is specified as the Age Unit, the Age number
must be blank.

6.2 Export and Upload Data to ClinicalTrials.gov

Once clinical trial data has been entered, ASSIST provides options to export the data

and/or to upload it to the ClinicalTrials.gov site. Clink a link below for further information
and instructions.

» Export Human Subjects Data to an XML File to your local drive
» Upload an XML File to ClinicalTrials.gov from your local drive

» Upload Human Subjects Data Directly to ClinicalTrials.gov (without having to export
an XML file)

6.2.1 Upload Human Subjects Data Directly to ClinicalTrials.gov

NIH applicants/awardees can upload study record data available in the Human Subjects
System (HSS) directly to ClinicalTrials.gov, thereby avoiding the need to re-key those
clinical study fields at that site.
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NOTE: In order to upload study data to ClinicalTrials.gov, the study's sponsoring

organization must first have a Protocol Registration and Results System (PRS) account. If
necessary, follow the steps to apply for a PRS account.

1. Loginto eRA Commons and identify the application/award containing the study

record, and then click the Human Subjects link to go to ASSIST.

NOTE: The Export XML appears only for study records that propose a clinical trial where

the user has entered "yes" responses to questions 1.4a through 1.4d on the Study
Record.

2. Click the Export XML button. The CT Gov Export Info window displays.

Chack the Upload box i visw
addtonal upload felds

The Upload checkbox only appears for

IMPORTANT: The Upload check box only appears for clinical trial study records that
have a study ID, but that do not have an NCT# (the ClinicalTrials.gov identifier), and that
have not been uploaded previously to ClinicalTrials.gov.

4. Check the Upload directly to ClinicalTrials.gov box. Additional upload fields are

displayed and the Export button changes to the Upload to ClinicalTrials.gov
button.

Forms Data Entry 152 June 14, 2023


https://clinicaltrials.gov/ct2/manage-recs/how-apply

ASSIST User Guide

NOTE: The Organization Name is the one-word name assigned when your Protocol
Registration and Results System (PRS) account was created. The Unique Protocol ID is
a unique identifier up to 30 characters that you chose.

5. Enter the username and password for PRS, and then click the Upload to
ClinicalTrials.gov button. Note that ClinicalTrials.gov requires additional
information to register a trial. This information, as well as any edits must be done in
the PRS system.

If your upload was successful, the following message displays:

You have successfully uploaded your protocol <protocol ID>. To complete the
registration of your clinical trial, you must log into the Protocol Registration
and Results System (PRS) at ClinicalTrials.gov
(https.//reqister.clinicaltrials.qov/) and complete the required information.

If your upload was unsuccessful, the following message displays:

The ClinicalTrials.gov upload capability for this study is disabled because an
NCT number is already associated with the study record or the study record
has already been uploaded to ClinicalTrials.gov. If you need to update the
ClinicalTrials.gov information for this study, you need to login into the Protocol
Registration and Results System (PRS) at ClinicalTrials.gov.

6.2.1.1 Check Uploaded Data on ClinicalTrials.gov

1. Log into ClinicalTrials.gov PRS with your assigned Organization, Username, and
Password. The Protocol Registration and Results System page displays.

o rore e b e vt By IS i v whan oo W

2. Review the uploaded data and add or modify as necessary.

Tip: Tip: For detailed instructions on how to view and modify clinical data on
ClinicalTrials.gov, refer to the PRS help system's page on Modifying a Record in PRS.
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6.2.2 Export Human Subjects Data to an XML File

Use this process to create an XML file on your local disk that contains a copy of the
study's Human Subjects Study (HSS) data.

NOTE: If you are the ClinicalTrials.gov "responsible party" user, you have the option to
upload your study's HSS data directly, without having to create an XML file yourself. To
do so, follow the instructions at Upload XML Data to ClinicalTrials.gov. Note that the PRS
account is granted to an organization by ClinicalTrials.gov. Each organization decides
who can use the account to upload studies to CTG. Thus, the “responsible party” could be
the signing official or some other official from the organization. If necessary, apply for a
PRS account and then proceed with the steps below.

Tip: If you are the ClinicalTrials.gov "responsible party" user, you have the option to
upload your study's HSS data directly, without having to create an XML file yourself. To
do so, follow the instructions at Upload Study Data Directly to ClinicalTrials.gov.

1. Loginto eRA Commons and identify the application/award containing the study
record. Click the Human Subijects link to go to ASSIST.

2. Click the Export XML button to display the CT Gov Export Info window.

NOTE: The Export XML button is displayed only for Clinical Trial Studies, which
are studies that have "yes" responses to all four of questions 1.4a through 1.4d on
the Study Record.
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NOTE: The Organization Name is the one-word name assigned when your
Protocol Registration and Results System (PRS) account was created. The Unique
Protocol Identification Number can be any unique identifier that you chose up to
30 characters in length.

3. Complete the Organization Name and the Unique Protocol ID Number fields, and
then click the Export button. (Leave the Upload check box blank)

The XML file is saved to your computer's default download folder.

6.2.3 Upload an XML File to ClinicalTrials.gov

A signing official (SO) can use an XML file with Human Subjects Study (HSS) data to
populate corresponding data fields at ClinicalTrials.gov. (Refer to Export Human Subjects

Data to XML for instructions on creating the XML file.) Once you have the XML file, follow
the steps below to upload its data to ClinicalTrial.gov.

Tip: Signing officials also have the option to use a simplified upload process that uploads
HSS data directly to ClinicalTrials.gov without having to create a separate XML file. To
use this simplified method, follow the instructions at Upload Human Subjects Data
Directly to ClinicalTrials.gov.

NOTE: In order to perform an upload to ClinicalTrials.gov, the sponsoring organization
must have a PRS account. If necessary, follow the steps to apply for a PRS account.
Once this account exists, follow the steps below upload the data in the XML file to
ClinicalTrials.gov.

For more detailed instructions on how to upload data to ClinicalTrials.gov, refer to the
PRS User Guide.

1. Log into ClinicalTrials.gov PRS with your assigned Organization, Username, and
Password. The Protocol Registration and Results System page displays.

@ o

ST ClaalTriss go PR Lo

B [ fem Fpeeie ook e
ClinicalTrials gov PRSY

Profocol Registrarion aad Reanls Syssem
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2. Click on Records and select Upload Record XML from drop-down list. The Upload
XML screen displays.
3. Click the Upload button.

If your upload was successful, the following message displays:

You have successfully uploaded your protocol <protocol ID> to
ClinicalTrials.gov. To complete the registration of your clinical trial, you must
log into the Protocol Registration and Results System (PRS) at
ClinicalTrials.gov (https://register.clinicaltrials.gov/)

If your upload was unsuccessful, the following message displays:

The ClinicalTrials.gov upload capability for this study is disabled because an
NCT number is already associated with the study record or the study record
has already been uploaded to ClinicalTrials.gov. If you need to update the
ClinicalTrials.gov information for this study, you need to login into the Protocol
Registration and Results System (PRS) at ClinicalTrials.gov.

NOTE: This process populates data fields at ClinicalTrials.gov that correspond with data
fields in HSS. Since the data imported from the NIH HSS is only a subset of the
information required by ClinicalTrials.gov, you will see warnings that PRS requires
additional information.

6.3 Non-Research Forms

Applications for non-research funding opportunities may require additional forms or the
existing forms may be used differently. This section details the forms and processes used
for each in conjunction with non-research applications.

6.3.1 SF424 (Application for Federal Assistance)

This form must be completed by applicants for all non-research grants.

This is part of the application package and is accessed from the NOFO.
6.3.2 SF424-A (Budget Information — Non-Construction Programs)

This form is designed so that an application can be made for funds from one or more grant
programs. Fill out Sections B, C, and E of the SF-424A. It is highly recommended that
you use the sample budget format in Appendix J. This will expedite review of your
application.

In preparing the budget, adhere to any existing federal grantor agency guidelines which
prescribe how and whether budgeted amounts should be separately shown for different
functions or activities within the program.
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Instructions for the form are found here: https://grants.nih.gov/grants/how-to-apply-
application-guide.html or https://apply07.grants.gov/apply/forms/instructions/SF424A-
V1.0-Instructions.pdf.

Source: Grants.gov Application Kit Package
6.3.3 SF424-B (Assurances for Non-Construction)

You must read the list of assurances provided on the SAMHSA website and check the
box marked ‘I Agree’ before signing the first page (SF-424) of the application.

The instructions for this form are found here: https://grants.nih.gov/grants/how-to-apply-
application-guide.html or https://apply07.grants.gov/apply/forms/instructions/SF424B-
V1.1-Instructions.pdf.

Source: SAMHSA Website; https://www.samhsa.gov/grants/applying/forms-resources

6.3.4 SF424-C (Budget Information for Construction Programs)

Instructions may be found here: https://grants.nih.gov/grants/how-to-apply-application-
guide.htm or https://apply07.grants.gov/apply/forms/instructions/SF424C 2 0-V2.0-
Instructions.pdf.

6.3.5 SF424-D (Assurances for Construction Programs)

See the following for instructions: https://grants.nih.gov/grants/how-to-apply-application-
guide.htm or https://apply07.grants.gov/apply/forms/instructions/SF424D-V1.1-
Instructions.pdf.

6.3.6 Project Abstract Summary

Your total abstract must not be longer than 30 lines. It should include the project name,
population(s) to be served (demographics and clinical characteristics),
strategies/interventions, project goals and measurable objectives, including the number
of people to be served annually and throughout the lifetime of the project, etc. In the first
five lines or less of your abstract, write a summary of your project that can be used, if your
project is funded, in publications, reports to Congress, or press releases.

6.3.7 Budget Narrative

Applicants must include a detailed Budget Narrative in addition to the Budget Form SF-
424A.

¢ |n order to determine whether costs are allowable, allocable, and reasonable,
please explain how each of the budgeted amounts was determined.

» Personnel - describe the role and responsibilities of each position.
» Fringe Benefits - list all components of the fringe benefit rate.
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» Travel - provide (if applicable) the following information: Airfare per staff, # of staff
attending ea. meeting, lodging per staff, # of days, per diem rate, mileage, etc.

» Supplies - generally self-explanatory; however, if not, describe need.

» Contractual - explain the need for each contractual arrangement and how these
components relate to the overall project.

» Other - each category must be listed.

6.3.8 Project/Performance Site Location(s)

The purpose of this form is to collect location information on the site(s) where work funded
under this grant announcement will be performed.

6.3.9 Project Narrative

The application must address how the applicant will implement and meet the goals and
objectives of the program. Applicants must attach their project narrative file (Adobe PDF
format only) inside the Project Narrative Attachment Form. See the NOFO: Part | for
specific guidance.

6.3.10 SF-LLL (Disclosure of Lobbying Activities)

Federal law prohibits the use of appropriated funds for publicity or propaganda purposes
or for the preparation, distribution, or use of the information designed to support or defeat
legislation pending before Congress or state legislatures. You must sign and submit this
form, if applicable.

6.3.11 Other Narrative Attachments

The specific Notice of Funding Opportunity (NOFO) will specify if additional forms,
available on SAMHSA's website, will be required for an application. Additional form links
and details can be found here: https://www.samhsa.gov/grants/applying/forms-
resources.

Forms may include:
Biographical Sketches and Job Descriptions
Biographical Sketches

Existing curricula vitae of project staff members may be used if they are updated and
contain all items of information requested below. You may add any information items
listed below to complete existing documents. For development of new curricula vitae
include items below in the most suitable format:

Forms Data Entry 158 June 14, 2023


http://www.samhsa.gov/grants/applying/forms-resources
http://www.samhsa.gov/grants/applying/forms-resources

ASSIST User Guide

-_—

Name of staff member

Educational background: school(s), location, dates attended, degrees earned
(specify year), major field of study

Professional experience

Honors received and dates

Recent relevant publications

Other sources of support [Other support is defined as all funds or resources,
whether federal, non-federal, or institutional, available to the Project
Director/Program Director (and other key personnel named in the application) in
direct support of their activities through grants, cooperative agreements, contracts,
fellowships, gifts, prizes, and other means.]

A

o 0k W

Job Description

Title of position

Description of duties and responsibilities

Qualifications for position

Supervisory relationships

Skills and knowledge required

Personal qualities

Amount of travel and any other special conditions or requirements
Salary range

Hours per day or week

© 0N Ok WDNh =

Confidentiality and SAMHSA Participant Protection/Human Subjects

In Section F of your application, you must describe procedures relating to Confidentiality,
Participant Protection, and the Protection of Human Subjects Regulations.

HHS 690

Every grant applicant must have a completed HHS 690 form (PDF) on file with the
Department of Health and Human Services.

Charitable Choice Form - SMA 170

Delete this if not applicable to your program. This form is required only for programs
offering substance abuse prevention or treatment services: Applicants for this program
are required to complete the Assurance of Compliance with SAMHSA Charitable Choice
Statutes and Reqgulations Form SMA 170.

SAMHSA Assurances for Non-Construction Programs
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Form SF-424B located here; https://www.samhsa.gov/sites/default/files/samhsa-
assurances-sf424b-v1.1.pdf

SAMHSA List of Certifications

This list pertains to Lobbying, Program Fraud Civil Remedies Act (PFCRA), and
Environment Tobacco Smoke. The form is located here;
https://www.samhsa.gov/sites/default/files/listofcertifications.pdf

6.4 SF 424 R&R Cover

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-H, which must be used for applications
with due dates on or after January 25, 2023 (see guide notice NOT-OD-22-195. Also see
the annotated form set and summary of changes for Forms-H.) For due dates on or before
January 24, 2023, use FORMS-G.

For guidance on completing the form in ASSIST, refer to the steps below:
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1. Click the Edit button to enable the form for editing.

Summary [l Cover Page  Othar fites Srikey Revearch
Supplement  Praject Parsce Plas
Indes matian Preiile

Application for Federal Assistance

@

4 4 4 4 1 4 4 4 4 4 4 4 4 4 4 4

4 4 4 4

2. Complete the required fields for each section. Required fields are marked with
asterisks (*).

Some information, including the organization details in the Applicant Information
section and the fields within the Project Director/Principal Investigator Contact
Information section, is carried over from the application initiation. These fields are
disabled for editing and are read-only.

The Descriptive Title of Applicant's Project is also carried over from the
Application Project Title provided on the Initiate Application page; however, this
field may be edited if necessary.
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Tip: For components in multi-project applications, you can use the Populate from
Overall component's R&R cover button to auto-populate the fields in Section 5
with information entered on the Overall component R&R Cover form.

3. To save the entered information, click the Save and Keep Lock button to keep the
form open for further editing -or- click the Save and Release Lock button to close
the form after saving.

NOTE: Clicking the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of
the entered information onto the form.

6.5 PHS 398 Cover Page Supplement

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-H, which must be used for applications
with due dates on or after January 25, 2023 (see guide notice NOT-OD-22-195. Also see
the annotated form set and summary of changes for Forms-H.) For due dates on or before
January 24, 2023, use FORMS-G.

6.5.0.1 For guidance on completing the form in ASSIST, refer to the steps below:

1. Select the Edit button to enable the form for editing.
2. Complete the required fields for each section. Required fields are marked with
asterisks (*).
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Application Information @

which the grant support s requested?

3. Human Embryoenic Stem Cells Section

* Does the proposed project involve human embryonic stem
cells?

Cell Line(s): (Example: 0004)

4. Human Fetal Tissue Section

* Daes the proposed project invalve human fetal tissue
obtained from elective abortions?

If "Yes™ then provide the HFT
Cumplrama Assurance

If “Yes" then provide the HFT
Sample IRB Consent Form

* Inventions and Patents
If "Yes™ then answer the following:

* Previously Reported

6. Change of Investigator/Change of Institution Section

D Change of Project Director/Principal Investigator
Hame of former Project Director/Principal Investigator

Prefix
* First Name
Middle Name
* Last Name

Suffix

D Change of Grantee Institution

* Hame of former Institution

5. Inventions and Patents Section (for Renewal applications)

o Yes 0 No

O Yes O Mo

o Yes o Mo

o Yes o Mo

Summary  RER Cover i‘:;ﬂ";nﬁ Other Sites SiKey  Traiming  Train
Projest Person Budget Program Plan
Information Profile
PHS 398 Cover Page Supplement : r: 0925-0001
PHS398 CoverPageSupplement v5.0 @ )
* Required fietd(s)
1. Vertebrate Animals Section
Are vertebrate animals euthanized? o Yes © Mo
If “Yes™ to euthanasia
Is method consistent with American Veterinary Medical Association © Yes o Mo
(AVMA) guidelines?
If "No™ to AVMA guidelings, describe method and provide scientific
justification
1. * Program Income Section
* Is program income anticipated during the periods for o Yes o Mo

If you checked “Yes™ above (indicating that program income is anticipated), then use the format below to reflect the amount and source(s). Otherwise, leave this section blank.

Budget Period Anticipated Amount (5)

Source(s)

If the proposed project involves human embryonic stem cells, list below the registration number of the specific cell line(s) from the following list:
http:/istemcells.nih. goviresearchiregistryl . Or, if a specific stem cell line cannot be referenced at this time, check the box indicating that one from the registry will be used:

D Specific stem cell line cannct be referenced at this time. One from the registry will be used.

View Attachment

View Attachment
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Some information, including the Project Director/Principal Investigator section
and the contact name within the Applicant Organization Contact section, is
carried over from the application initiation. These fields are disabled for editing and
are read-only.

3. To save the entered information, select the Save and Keep Lock button to keep
the form open for further editing -or- select the Save and Release Lock button to
close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of
the entered information onto the form.

6.6 Research & Related Other Project Information

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-H, which must be used for applications
with due dates on or after January 25, 2023 (see guide notice NOT-OD-22-195. Also see
the annotated form set and summary of changes for Forms-H.) For due dates on or before
January 24, 2023, use FORMS-G.

For guidance on completing the form in ASSIST, refer to the steps below:

Forms Data Entry 164 June 14, 2023


http://grants.nih.gov/grants/how-to-apply-application-guide.htm
https://grants.nih.gov/grants/guide/notice-files/NOT-OD-22-195.html
https://grants.nih.gov/grants/how-to-apply-application-guide/resources/annotated-form-sets.htm
https://grants.nih.gov/grants/electronicreceipt/files/high-level-form-change-summary-FORMS-H.pdf

ASSIST User Guide

1. Select the Edit button to enable the form for editing.
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Summary R&R Cover  Cover Page p?to';:; Sites Srikey RER Budget Research Human
Supplement 5 Person Plan Subjects and
ElcUmation Profile Clinical Trials

Research & Related Other Project Information

R&R OtherProjectinfo v1.4 @ Sl
* Required field(s)
1. * Are Human Subjects Involved ® Yes 0 No
1.a If YES to Human Subjects
Is the project exempt from Federal o Yes o No
regulations?
If yes, check the appropriate exemption D 1 |:| 2 I:l 3 D 4 D 5 D 6 |:| 7 D 8
number.
If no, is the IRE review Pending? ® Yes © No
IRB Approval Date 10/03/2017

Human Subjects Assurance Number
2. * Are Vertebrate Animals Used? o Yes o No

2.a If YES to Vertebrate Animals
Is the IACUC review Pending? o Yes © No
IACUC Approval Date
Animal Welfare Assurance Number
3. * Is proprietary/privileged information o Yes o No
included in the application?
4.a. * Does this project have an actual or o Yes @ No
potential impact - positive or negative
- on the environment?
4.b. If yes, please explain:
4.¢. If this project has an actual or o Yes © No
potential impact on the
environment, has an exemption
been authorized or an
environmental assessment (EA) or
environmental impact statement
(EIS) been performed?
4.d. If yes, please explain:
5. * Is the research performance site O Yes @ No
designated, or eligible to be
designated, as a historic place?
5.a. If yes, please explain:
6. * Does this project involve activities o Yes @ No
outside of the United 5States or
partnerships with international
collaborators?

6.a. If yes, identify countries:

6.b. Optional Explanation:

-~

. * Project Summary/Abstract Project_Summary.docx

View Attachment

8. " Project Narrative Project_Narrative.docx

View Attachment

9. Bibliography & References Cited View Attachment

10. Facilities & Other Resources View Attachment

11. Equipment View Attachment

12, Other Attachments

Attachment File Name Attachment
Mothing found to display.
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2. Complete the required fields for each section. Required fields are marked with
asterisks (*).

3. To save the entered information, select the Save and Keep Lock button to keep
the form open for further editing -or- select the Save and Release Lock button to
close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of
the entered information onto the form.
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Summary R&R Cover Cover Page Pro Sites Srikey R&R Budget Research Human
L | formation Person Plan Subjects and
Profile Clinical Trials
Research & Related Other Project Information
R&R OtherProjectinfo v1.4 @
Edit
1. * Are Human Subjects Involved ® Yes Mo
1.a If YES to Human Subjects
Is the project exempt from Federal regulations? ! Yes (@ No
If yes, check the appropriate exemption number. 1 2 3 4 5 6 7 8
If no, is the IRB review Pending? ® Yes (U No
IRE Approval Date 10/03/2017 —
Human Subjects Assurance Number
2. * Are Vertebrate Animals Used? ! Yes (® No
2.a If YES to Vertebrate Animals
Is the IACUC review Pending? Yes No
IACUC Approval Date —
Animal Welfare Assurance Number
3. * Is proprietary/privileged information Yes ® No
included in the application?
4.a. * Does this project have an actual or potential impact - Yes ® No
positive or negative - on the environment?
4.b. If yes, please explain:
4.c. If this project has an actual or potential impact on Yes No
the environment, has an exemption been
authorized or an environmental assessment (EA)
or environmental impact statement (EIS) been
performed?
4.d. If yes, please explain:
5. * Is the research performance site designated, or ) Yes (8 No
eligible to be designated, as a historic place?
5.a. If yes, please explain:
6. * Does this project involve activities outside of the ) Yes (® No
United States or partnerships with international
collaborators?
6.a. If yes, identify countries:
6.b. Optional Explanation:
7. * Project . R TR =4l Replace Attachment | Delete Attachment | View Attachment
Summary/Abstract
8. " Project Narrative ISR =il Replace Attachment | Delete Attachment | View Attachment
9. Bibliography & LRLIEREN L Delete Attachment  View Attachment
References Cited
10. Facilities & Other PEERIEENIE  Delete Attachment  View Attachment
Resources
11. Equipment INLPNETILENIE  Delete Attachment  View Attachment
12. Other Attachments
Delete on Update View
Attachment File Name Save Attachment Attachment
Mothing found to display.
Save and Keep Lock Save and Release Lock Cancel and Release Lock
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6.7 Project/Performance Sites

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-H, which must be used for applications
with due dates on or after January 25, 2023 (see guide notice NOT-OD-22-195. Also see
the annotated form set and summary of changes for Forms-H.) For due dates on or before
January 24, 2023, use FORMS-G.

For guidance on completing the form in ASSIST, refer to the steps below.
6.7.1 Primary Performance Site

1. Click the Edit button in the Primary Performance Site section of the page.

Summary | RER Cover | Cover Page Other SrMfary Rixsar ch
Supplement  Project Person Flan
linifior mation Profile

Primary Performance Site @

Organization Hame DU Address Action

Project/Performance Site Location(s)

Entry & Urganization Hame DUNS Address Action
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The Project Performance Site Primary Location section opens for editing.

Summary RER Cover Caver Page Oither Sriféey RiR Budget R&R Reszarch
Supplement Project Person Subaward Planm
Information Profile Budget
Project ! Performance Site Locations Summary

Project/Performance Site Location(s)

PerformanceSite v4.0 @

Exdit © Requrired fiedd(’s

[ 1am submitting an application zs an individual, and not on behalf of a company, state, local or tribal government,
academia, or ather type of organization

Project Performance 5Site
Organization Hame
LEI
{e.g. ABCDE{234557)
¥ Ctreat 1
Street 2
N |:'i'.:\.'
County/Parish

State --- Salect State - ™
Province
* Counkry UNITED STATES ‘-"

ZipsPostal Code

Project/Performance Site
Congressional District
(e.g. CA-012, outside the
U.%. enter :0-000)

Carct e Lock

2. Optional: Click the Populate from this component's R&R Cover button to
populate the fields with the Applicant Information entry from the application's
R&R Cover.

3. Complete the required fields and any other appropriate information. Required fields
are marked with asterisks (*).

4. Click one of the save options at the bottom of the form to save the data:

a. Tosave the information and keep the form open for further editing, click the
Save and Keep button.
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b. To save the information and close the form, click the Save and Release Lock
button.

c. To save the data on the current page of the form and to display a new page for
entry, click the Save and Add button.

NOTE: Clicking the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of
the entered information onto the form.

The Edit and View buttons can be used to edit or view the added Primary Performance
Site information.

6.7.2 Project/Performance Site Location(s)

1. Click the Add Site button in the Project/Performance Site Location(s) section to add
additional sites.

Summary | RER Cover | Cover Page Orthaer SEMary Reasarch
Supplement  Project Perion Plan
Iinfor mation Profile

Primary Performance Site @

Organization Name DUNG Address Action

Project/Performance 5ite Location(s) @

Entry # Organization Hame DUNS Address Ac tion

The Project Performance Site Location section opens for editing.
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Summary RER Cover Caover Page Oither Srfkey RiR Budget R&R Resmarch
Supplement Project Persan Subaward Planm
Information Profile Budget
Project ! Performance Site Locations Summary

Project/Performance Site Location(s)

PerformanceSite v4.0 @

Edit Required fieldys
Edhk Eyurre

[ 1am submitting an application as an individual, and not on behalf of a company, state, lecal or tribal government,
academia, or other type of organization

Project Performance Site
Organization Hame
al
{e.g- ABCDE1234567)
* Street 4
Street 2
* City
County/Parish

State --- Salect State - ~
Province
* Counkry UNITED STATES W

Zip/Postal Code

Project/Performance Site
Congressional District
(e.g. CA-0412, outside the
LL.5. enter 0-000)

Carct and e Lock

2. Optional: Click the Populate from this component's R&R Cover button to
populate the fields with the Application Information entry from the component's
R&R Cover.

3. Enter the required fields and any other appropriate information.

4. Click one of the save options at the bottom of the form to save the data:

a. Tosave the information and keep the form open for further editing, click the
Save and Keep button.

b. To save the information and close the form, click the Save and Release Lock
button.
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c. To save the data on the current page of the form and to display a new page for
entry, click the Save and Add button.

NOTE: Clicking the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

The Edit, Remove, and View buttons can be used to edit, remove, or view a
Project/Performance Site Location.

Sumimary | RER Cover | Cowver Page Crtheer Sy Rarsarch
Supplemant  Project Peruon Flan
Information Profile

Primary Performance Site ‘@

Organization Name DUMS Addres Ar Hon

[ Edit |
Project/Performance Site Location(s) WEEEEID
Entry # Organization Hame ] Address Action
| Edit J Remove |

6.8 Senior/Key Person Profile

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-H, which must be used for applications
with due dates on or after January 25, 2023 (see guide notice NOT-OD-22-195. Also see
the annotated form set and summary of changes for Forms-H.) For due dates on or before
January 24, 2023, use FORMS-G.

For guidance on completing the form in ASSIST, refer to the steps below.
6.8.1 Profile - Project Director/Principal Investigator (Project Lead)

The Project Director/Principal Investigator (Project Lead for components of a multi-
project application) information is carried over from the details entered during the
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application initiation. Depending on the privileges assigned to you, this information can be
edited and/or viewed.

To view the information, click the View button in the Action column for the PD/PI entry in
the PROFILE-Project Director/Principal Investigator section of the page.

Summary || RER Cover | Cover Page Other Sites :rmﬁ' Ressarch
Supplement  Project P"_’J.‘.I'" Flan
Information !

PROFILE - Project Director/Principal Investigator @

POV Hame Project Role AcHon

Sraphan Crans PD/PI
PROFILE - Senior/Key Person(s)

Entry # Sr/Key Person Project Role Acton

Hothing fownd to display.

To edit the information, perform the following steps:

1. Click the Edit button in the Action column for the PD/PI or (Project Lead) entry.

Summary || RE&R Cover || Cover Page Orthaer Sites :rmﬁ' Rassarch
Supplement  Project P"_"}‘.I'" Plan
Information i

PROFILE - Project Director/Principal Investigator @

PDVP Hame Project Robe Acton

PROFILE - Senior/Key Person(s) WL

Entry # SriKey Person Project Role Action

Mothing fownd to display.
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The Research & Related Senior/Key Person Profile (Expanded) section displays for
the PD/PI (or Project Lead).

Summary | RBR Cover || Cover Page Othar Shtess
Supplement |  Project
Information

Résoarch
Plam

Research & Related Senior/Key Person Profile (Expanded)

0

R&R Key Person Expanded v2.

PROFILE - Project Director/Principal Investigator

- Choose & Person - | JEEE
Pl_Crane Populate fields from Credentials
Select Pra b
tephe
ane
lect Suffix --- ¥
SIT
123 Main
Ay
J b
UNITED STATES b

Add Attachment

Save and Keep Lock Save and Release Lock | Save and Add JIE

2. Update the appropriate fields.
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3. Click one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, click the
Save and Keep Lock button.
b. To save the information and close the form, click the Save and Release Lock
button.

c. To save the data on the current page of the form and to display a new page for
entry, click the Save and Add button.

NOTE: Clicking the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of
the entered information onto the form.

6.8.2 Profile - Senior/Key Person(s)

Depending on the privileges assigned to you, actions are available for viewing, adding,
editing, and/or removing senior/key persons on a project.

6.8.2.1 Adding Senior/Key Person

1. Click the Add Sr/Key button from the PROFILE - Senior/Key Person(s) section of
the page.

Summary = RER Cower Cover Page Oither Sites 511y Research
il B o1 s Person
supplement roject Frofile
Iinformation -

Plan

PROFILE - Project Director/Principal Investigator @

POV Hama Praject Role A Bon

| Edit | View ]

PROFILE - Senior/Key Fersnn{s}

Entry & SriKey Parson Praject Rale AeHan

The Research & Related Senior/Key Person Profile (Expanded) section displays for
the new Senior/Key Person.
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Summary | R&R Cover | Cower Page Other Sites Research
Supplemant | Project Plan
Information
& W LA
Research & Related Senior/Key Person Profile (Expanded)
R&R Key Person Expanded v2.0 0
PROFILE - Senicor/Key Person 1
Populate fields from Credentials
P o
T e W
w
UHITED STATES b
p ole - W
Add Attachment
Save and release Lock

2. Enter the person information using one of the following methods:

a. Selecta name from the Add Sr/Key from other component drop-down list to
choose a person from another component and click the Add button.
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Summary | RER Cover  Cover Page Other Sitex

Supplement Project
Information

SriKey Parson Summary

Research & Related Senior/Key Person Profile (Expanded)
R&R Key Person Expanded v2.0 o

PROFILE - Senior/Key Person 1

Fopulate flelds from Credentials

-OR-

b. Enterthe eRA Commons ID of a person into the Credential field and click the

Populate Fields from Credentials button to populate the information based
on the eRA Commons ID.

Summary | RE&R Cover  Cover Page Other Sites
Supplemant | Project
Information

Srikay Research
5 Plan

Sr/Key Person Summary

Research & Related Senior/Key Person Profile (Expanded)
R&R Key Person Expanded v2.0 ©

PROFILE - Senicr/Key Person 1

Populate fields from Creﬂemja

-OR-
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c. Manually enter the first name, last name, address, and phone number

information for the person.

3. Select arole for the person from the Project Role drop-down list.
Complete any of the relevant optional fields.

B

5. Click one of the save options at the bottom of the form to save the data:

a. To save the information and keep the form open for further editing, click the

Save and Keep Lock button.

b. To save the information and close the form, click the Save and Release Lock

button.

c. To save the data on the current page of the form and to display a new page for

entry, click the Save and Add button.

NOTE: Clicking the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of

the entered information onto the form.

The entered person displays on the Sr/Key Person Summary.

tummary | RER Cowver Cover Page Othaer Sites Rasearch
Supplement  Project

Irifiaar mation

Persan
Profile

PROFILE - Project Director/Principal Investigator @

POYPI Hame Project Role Action

PROFILE - Semior/Key Person(s)

Entry & ariKey Person Preject Role Action

6.8.2.2 Viewing & Editing Senior/Key Person(s)

Click the View button to view the details of the person entry.
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Summary | RER Cower || Cover Page Oither Sites :r'r"_'-‘_'_ Raesearch
Supplemant  Project RON Flan
Information

Profile

PROFILE - Project Director/Principal Investigator @

POYPI Hame Project Role Action

stephen Crane POVPI Edit

PROFILE - Senicr/Key Person(s) Add SriKey

One item found.

Entry # Sr/Key Person Project Role Action
1 Wiliam Shakespeare Co-lmvestgator
To edit the person entry, perform the following steps:
1. Click the Edit button for the person entry.
Summary || RE&R Cover || Cover Page Other Sites :'rn"' Research
Supplement  Project P:'_::: Flan
Iinfoor Pation
PROFILE - Project Director/Principal Investigator @
POSPI Hame Project Role Arcton
stephen Crane PDYPI Edit

PROFILE - Senior/Key Person(s) Add SriKey

found,

Entry & LriKey Person Project Fole ActHon

One item
1 Wiliam Shakespears Co-lnvesigator w

2. Enter the appropriate fields.

3. Click one of the save options at the bottom of the form to save the data:
a. Tosave the information and keep the form open for further editing, click the
Save and Keep Lock button.

b. To save the information and close the form, click the Save and Release Lock
button.

Forms Data Entry 180 June 14, 2023



ASSIST User Guide

c. To save the data on the current page of the form and to display a new page for
entry, click the Save and Add button.

NOTE: Clicking the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of
the entered information onto the form.

6.8.2.3 Removing Senior/Key Person(s)

To remove a senior/key person:

1. Click the Remove button for the person entry.

Stummary = RER Cower Cover Page Other Sitet :" iy Research
Supplement  Project RO

Flan
: 1
Infer Pratican Profile

PROFILE - Project Director/Principal Investigator @

PO/ Hame Project Role Acton

[ Edit § View ]
PROFILE - Senior/Key Person(s)

SriKey Person Project Role EE ol

Entry

A pop-up window displays confirming the deletion.

2. Click the Continue button to confirm the removal of the senior/key person entry
(clicking Go Back returns the Sr/Key Person Summary without removing the entry).

The Sr/Key Person Summary updates with the selected person removed from the
PROFILE - Sr/Key Person(s) list.

6.9 Research & Related Budget

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.
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NOTE: The forms in these topics reflect FORMS-H, which must be used for applications
with due dates on or after January 25, 2023 (see guide notice NOT-OD-22-195. Also see
the annotated form set and summary of changes for Forms-H.) For due dates on or before
January 24, 2023, use FORMS-G.

6.9.0.1 New in Forms-H

» Within section F. Other Direct Costs, added instructions for NIH applications
submitting a Data Management and Sharing Plan noting that requested “Data
Management and Sharing Costs” must be noted as a single line item.

ASSIST users who have been granted budget authority (View or Edit) may add, edit,
and/or view budget information using the R&R Budget tab.

NOTE: If a user does not have the View or Edit budget authority, the R&R Budget tab
does not display among the tabs for other component forms.

For guidance on completing the form in ASSIST, refer to the steps below.

IMPORTANT: Depending on the opportunity, you may be able to add up to five or ten
budget periods. Refer to your NOFO.

6.9.1 Adding Budget Period 1

To add budget information for Period 1:
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1. Select the Edit button to enable the form for editing.
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Career-Dev
Summary RE&R Cover Cover Page Other Sites Sr/Key RER Budget
Supplement Project Person
Information Profile

' Period 1 Cumulative

Research and Related Budget - Period 1
R&R Budget v3.0 @

| Edit ‘

The UEl and Enter Name of Organization on the Project Budget are populated from the Appli
you wish to change these items, please do so on the 5F 424 (R&R) Cover of this component; yo

* UEI
(e.g. 123456789ABC)

* Enter Name of Organization

* Budget Type ® Project © Subaward/Consortium
Budget Period: 1 * Start Date 1070172022
* End Date

A. * Senior/Key Person / B. Other Personnel
A. Senior/Key Person

Months
Person Name Project Role Base Salary (5) Cal. Acad.

MNothing found to display.

Additional Senior/Key Persons

Forms
Total Funds requested

attached file
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2. Complete the budget information as appropriate. Required fields are marked with
an asterisk (*).
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Career-Dev
Sammary | AR Cover | Cover Page Other Sites skey Tl Career Dov
Supplement Project Person Award Sup
Information Profile
Research and Related Budget - Period 1
R&R Budget v3.0 @
Edit
Expand All  * Required ffe
The UEI and Enter Mame of Organization on the Project Budget are populated from the Applicant Organization Information on the SF 424 (RER) Cover of this component, If
you wish 1o change these items, pleass do 50 on the SF 424 (RER) Cover of this component; you will not be able to edit the response b
*UE
(e.g. 123456T894BC)
* Enter Mame of Organization
e Project || Subaward/Consertium
Budget Pericd: 1 * Start Date 10/01/2022 (o=
* End Date |
(o] or
A. Senlar! Key Person
Months Requested Salary Funds Requested
Person Hame Project Role  Base Salary (5)  Cal. Acad. Sum. ] Fringe Benefits (5) (5 Action
Hothing found to .
Additional Senior/Xey Persons Add Attachment te Atk nt  View Attachment
Total Funds requested for all Senior/Key Persons in the 5
attached file
Total Senior/Key Person 4 0.00
B. Other Personne
Humber
Months
of
Personnel Project Role Cal Acad. Sum, Requested Salary (3)  Fringe Benefits (5)  Funds Requested (5) Remove
Post Doctoral Assoclates
ate: Students
Undergraduate Students
Secretarial/Clerical
o Total Number Other Personnel
Total Other Persennel 5 0.00
Total Salary, Wages and Fringe Benefits (A+B) & 0.00
i :
Equipment Item Funds. Requested (5) Action
Nathing found to display.
Additional Equipment Add Attachment  Dedete Attachment achment
Total funds requested for all equipment listed in the attached ¢
file
Total Equipment 1 0.00
D. Trar
Funds Requested ($)
1. Domestic Travel Costs (Incl. Canada, Mexico, and 5
U.5. Poszessions)
2. Foreign Travel Costs 1
Total Travel Costs 5 0.00
E. Costs
Funds Requested (%)
1. Tuition/Fees/Health Insurance 5
2. Stipends 5
3, Travel 5
Forms 4, Subsistence 4
5. Other | &
Numbar sf Bartieinamts MTraimass

2023
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3. To save the entered information, select the Save and Keep Lock button to keep
the form open for further editing -or- select the Save and Release Lock button to

close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of

the entered information onto the form.

6.9.2 Adding Another Budget Period

When adding additional budget periods, the information from the previous budget period
is carried over and auto-populated into the fields. This information can be edited as

necessary.
To add an additional budget period:
1. Select the Add Period button.

Career-Dev

Summary R&ER Cover Cover Page
Supplement

Other
Project
Information

Sites sriKey
Person
Profile

' Period 1 Cumulative Add Period

R&R Budget v3.0 @

Edit

Research and Related Budget - Period 1

Research and Related Budget - Period X displays (where X is the specific budget

period being added).

2. Enter and/or edit the budget information for the specific period.
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3. To save the entered information, select the Save and Keep Lock button to keep
the form open for further editing -or- select the Save and Release Lock button to
close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of the
entered information onto the form.

6.9.3 Editing and Viewing an Entered Budget

Depending on the authority granted, you may view and/or edit existing budget information
for any of the entered budget periods. To edit budget information:

1. Select the link for the period to view or edit (e.g., Period 2 link).

Career-Dev

Summary RE&ER Cover Cover Page Other Sites Sr/Key RE&R Budget
Supplement Project Person
Information Profile

Period 1 Period 2| Cumulative Add Period

Research and Related Budget - Period 1
R&R Budget v3.0 @

Edit

2. Select the Edit button to edit the information.

Update the budget information as necessary.

4. To save the entered information, select the Save and Keep Lock button to keep
the form open for further editing -or- select the Save and Release Lock button to
close the form after saving.

w
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NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of the
entered information onto the form.

6.9.4 Deleting a Budget Period

With Edit Budget authority, an ASSIST user may remove entire budget periods from a
component. To delete an entire budget period:

1. Select the link for the period being removed (e.g., Period 2 link)

Career-Dev

Summary RE&R Cover Cover Page Other Sites Sr/Key
Supplement Project Person
Information Profile

Period 1 Period 2| Cumulative Add Period

Research and Related Budget - Period 1
R&R Budget v3.0 @

Edit

2. Select the Edit button to enable editing.

3. Click the Remove Budget Period button.

Save and Keep Lock Save and Release Lock Cancel and Release Lock [ Remove Budget Period

A confirmation window displays.

4. Select the Continue button to confirm the deletion request.
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NOTE: Selecting the Go Back button returns the budget period form without
deletingiit.

The R&R Budget tab information displays, with the link for the removed budget
gone. This information is now deleted. The deleted budget period is also removed

from the Cumulative Budget information.

6.9.5 Viewing Cumulative Budget

To view the cumulative budget of multiple budget periods, select the Cumulative link.

Career-Dev

Summary RE&R Cover Cover Page Other Sites Sr/Key
Supplement Project Person
Information Profile

Period 1 Period 2 | Cumulative Add Period

Research and Related Budget - Period 1
R&R Budget v3.0 @

Edit

The Research and Related Budget - Cumulative Budget displays as read-only.
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Career-Dev
Summary | RBRCover CoverPage  Other Sites seikey  [amdaneill Career Dev
Supplement Project Persan Award Sup
Information Prafile
Period 1 Period? Curulaties
Research and Related Budget - Cumulative Budget @
Taotals (5)

Section A, Senicr/Key Person i3 220,000..00
Section B, Other Personnel 5 0.00

Total Nurnber Other Personnel 0
Total Salary, Wages and Fringe Benefits (A:B) 5 220,000.00
Section C, Equipment Description 4 0.00
Section D, Travel 3 0.00

1. Desnestic Traved Costs 5 0.00

1. Foreign Travel Costs % 0.00
Section E, Participant/Trainee Support Costs 5 0.00

1. Tuithor'FeesHealth Insurance 5 0.00

1, Stigends 5 0.00

3. Traved 5 0.00

4, Subsistience 5 0.00

5. Other 5 0.00

Hugnbr of Participants/ Traind 0
Section F, Other Direct Costs 5 0,00

1. Materials and Supplies 5 0.00

2. Publication Costs 5 0.00

3. Conmultant Services 5 0.00

4. AP Computer Services 5 0.00

5. Subswards Consortiom/ Contrachisal Costs 5 0.00

&, Equipment or Facility Rental/User Foos 5 0.00

7.Alterations and Renovations 5 0.00

B Other 1 5 0.00

9. Other % 0.00

10, Other 3 % 0.00

11, Other 4 % 0.00

12, Other § % 0.00

13, Other & 5 0.00

14, Qther 7 5 0.00

15, Other § 5 0.00

16, Other 9 5 0.00

17, Other 10 5 0.00
Section G, Direst Costs (Athru F) 5 120,000.00
Section H, Indirect Costs 5 0.00
Section |, Total Direct and Indirect Costs (G + H) 5 230,000.00
Section J, Fee 5 0.00
Section K, Total Costs and Fee (| + J) 5 220,000.00
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6.10 R&R Subaward Budget

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-H, which must be used for applications
with due dates on or after January 25, 2023 (see guide notice NOT-OD-22-195. Also see
the annotated form set and summary of changes for Forms-H.) For due dates on or before
January 24, 2023, use FORMS-G.

The R&R Subaward Budget form must be added to the application or to the component of
a multi-project application as an optional form. Refer to the help topic titled Add Optional
Forms for more information.

IMPORTANT: The option exists to download, complete offline, and upload subaward
budget forms into ASSIST. Refer to the section of this topic titted Completing Subaward
Form Offline for detailed steps.

For guidance on completing the form in ASSIST, refer to the steps below.
6.10.1 Adding a Subaward
To add a subaward:

1. Select the Add New Subaward button.

Summary RER Cover Cover Page Other Sites Srikey R&R Budget RER Research Human
Supplement Project Person Subaward Plan Subjects and
Information Profile Budget Clinical Trials

Research and Related Subaward Budget @)

Prepare the subav/ardee budget(s) online vrsithin ASSIST or dovmload, complete and attach the subavsard budget
form(s).

Add New Subaward Remove All Subawards Download Subaward Form Attach Subaward Form

Subaward Organization Action

Mothing found to display.

The Research and Related Budget - Period 1 for Subaward <X> page displays.
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2. Complete the budget information as appropriate. Required fields are marked with
an asterisk (*).

3. To save the entered information, select the Save and Keep Lock button to keep
the form open for further editing -or- select the Save and Release Lock button to
close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of
the entered information onto the form.

4. Repeat steps, selecting Add New Subaward for each additional subaward.

The added subawards display in a table from which they can be accessed using the
Edit, Remove, and View buttons.

- ; RER
Summary RER Cover | Cover Page Other Sites Srikey RER Budget Ressarch
Suppl ement Project Parian sm*";ﬂ Plan
Information Profile Budge
Complete the subawardee budget(s) in accordance with the R&R Budget instructions.

Add Hew Subaward | Remove All Subawards

Subaward Organization Action

6.10.1.1 Adding Another Budget Period to a Subaward

To add an additional budget period to a subaward:
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1. From within the subaward form, select the Add Period button.

Summary RE&R Cover Cover Page Other Sites Srfkey RER Budget Research
Supplement Project Person Plan
Infermation Profile

Period 1 Period 2  Cumulative Add Period

Research and Related Budget - Period 1
RE&R Budget v3.0 @

Edit

The Research and Related Budget - Period X displays (where X is the specific
budget period being added).

Summary RE&R Cover Cover Page Other Sites Sri¥ey RER Budget IID‘IL Research
Supplement Project Person Plan
Information Prafile et
ariod 2 Add I .

Subaward
Research and Related Budget -|Period 2 |
R&R Budget v3.0 @

Expand All

Project Subaward/Consortium

2. Enter the budget information for the specific period.

3. To save the entered information, select the Save and Keep Lock button to keep
the form open for further editing -or- select the Save and Release Lock button to
close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of the
entered information onto the form.

6.10.1.2 Editing and Viewing an Entered Budget for a Subaward

To view and/or edit the subaward budget period:
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1. From within the subaward form, select the link for the period to view or edit (e.g.,
Period 1 link).

Summary RER Cover Cower Page Other Sites SriKey RER Budget RER d Research
Supplement Praject Person Subawar, Plan
Information Profile Budget
eriod 1 Pe i

Subaward 1

Research and Related Budget - Period 2

R&R Budget v3.0 @

View the information.
Select the Edit button to edit the information.
Update the budget information as necessary.

To save the entered information, select the Save and Keep Lock button to keep
the form open for further editing -or- select the Save and Release Lock button to
close the form after saving.

ANl

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of the
entered information onto the form.

6.10.1.3 Viewing Cumulative Budget for a Subaward

To view the cumulative budget for a particular subaward, access the form and select the
Cumulative link.

RER
Subaward
Budget

Research
Plan

Summary RER Cover Cowver Page Other Sites SriKey RER Budget
Supplement Project Person
Information Profile

Period 1 Period 2 | Cumulative Add Period

Subaward 1

Research and Related Budget - Period 2
R&R Budget v3.0 @

The Research and Related Budget - Cumulative Budget displays as read-only.
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Summary RER Cover Cover Page Other Sites Srikey RER Budget 5 I:l&l". d Research
Supplement Project Person 'I;L:I::: Plan
Information Profile
Period 1 Cumulative
Subaward 1
Research and Related Budget - Cumulative Budget @ OME Number: 4040-0001
Expiration Date: 12/31/2022
Totals (5)
Section A, Senior/Key Person S| 10,1DD.DD|
Section B, Other Personnel S| [)_[)[)|
Total Humber Other Personnel 0
Total Salary, Wages and Fringe Benefits 4 | 10,1DD.DD|
(A+B)
Section C, Equipment Description S| D.DD|
Section D, Travel q 0.00]
1. Domestic Travel Costs g | 0 UU|
2. Foreign Travel Costs 5 | U.DD|
Section E, Participant/Trainee Support 3 | [)_[)D|
Costs
1. Tuition/Fees/Health Insurance 5 | U.DD|
2. Stipends 5 | U.UU|
3. Travel 5| U.DD|
4. subsistence 5 | U.OD|
5. Other 5 | U.UU|
Mumber of Participants/Trainees | U|
Section F, Other Direct Costs 5 0.00
1. Materials and supplies 5 | U.DD|
2. Publication Costs 5 | 0|m|
3. Consultant Services 5 | U.UU|
4. ADP/COMpUter Services 5 | U.DD|
5. Subawards/Consartium/Contractual 5 | U.UU|
Casts
6. Equipment or Facility Rental/User 5 | U.OU|
Fees
7.Alterations and Renovations 5 | U.OD|
8. Other 1 5| U.DD|
9. Other 2 5| U.DD|
10. Other 3 5| U.OU|
11. Other 4 5| U.DD|
12. Other 5 5| U.OU|
13. Other 6 5| U.DD|
14. Other 7 5| U.DD|
15. Other & 5| U.OU|
16. Other 9 5| U.DD|
17. Other 10 5| U.OU|
Section G, Direct Costs (A thru F) 5 10,100.00
L T 1
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6.10.2 Removing Subawards

Subawards can be removed individually or all at once. The steps below provide detail for
each method.

6.10.2.1 Removing an Individual Subaward

To remove an individual subaward:

1. Select the Remove button from the Action column for the particular subaward being

removed.
Summary || RER Cover Cover Page Other Sites Srikey RER Budget g b%&lt d Research
Supplement Project Person -g A Plan
Information Profile et

Complete the subawardee budget(s) in accordance with the R&R Budget instructions.

Add Hew Subaward | Remove All Subawards

Subaward Organization Acton

A confirmation window displays.
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2. Select the Continue button to complete the removal.

RER Cower Other
Project
Information

Summary Cover Page

Supplement

Sites

Srikey RER Budget Research
Person Plan
Profile

)

Respi

Conp

Add H
Sulygwara UNIVEr Ty
Subaward? My Organization

he R&R Budget instructions.

Acton
[ Edit | Remove ] View ]
[ Edit | Remove ] View ]

6.10.2.2 Removing All Subawards

To remove all subawards at one time:

1. Select the Remove all Subawards button from the R&R Subaward Budget tab main

page.
Summary || RER Cover | Cover Page Other Sited SrMary Modular . ::lF - s
Supplement  Project Perion Budget "é; d“""l' Plan
Irifior Pratioan Profile il

the subaward budget formi(s).

Firrnn'-.'n_- Al Subawards

Add Hew Subaward

Research and Related Subaward Budget @

Prepare the subawardee budget(s) online within ASSIST or download, complete and attach

Download Subaward Form

Attach Subaward Form

A confirmation window displays.

2. Select the Continue button to move forward and delete the subawards. (Selecting
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Go Back cancels the action.)

" . RiR
Summary RER Cover = Cover Page Other Sites Seikey RE&R Budget Ressarch
Supsl Ement Pr uie{! Parion Slél:uw.!rd Plan
Information Profile udget
Res (‘f' . -\1

the RER Budget instructions.

E I
=]
=
-

P
() T

\‘ Action
Subaward? My Organization EnErET

6.10.3 Completing Subaward Form Offline

Applicants have the ability to complete the R&R Subaward Budget forms offline. To do so,
the forms must be downloaded, completed and saved to a local device, and then
uploaded to ASSIST.

To complete subaward budget forms offline:

1. Select the Download Subaward Form button.

Summary | RER Cover Cover Page Other Sites SrMay modular | :;:.F: N e —,
Supplement Project Parian Budget "‘; d“""l‘ Plan
Infor mation Profile el

Research and Related Subaward Budget @

Prepare the subawardee budget(s) online within ASSIST or download, complete and attach
the subaward budget formi(s).

_) Attach Subaward Form

Add Hew Subaward Remove All Subawards D-;n'A'I'Il{!'Hd Subaward For

The Research & Related Budget form opens in another browser window. Complete
the form and save it locally. Instructions for filling out the form are located in the
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application guide: https://grants.nih.gov/grants/how-to-apply-application-
guide.html.

2. Access the R&R Subaward Budget screen in ASSIST.
3. Select the Attach Subaward Form button from the screen.

Summary || RER Cover | Cover Page Other Sitet Sriay Faodular - :fi: Resoarch
Supplement  Project Perion (Y ubaward Plam
Innfiosr Paticn Profile Budget

Research and Related Subaward Budget @

Prepare the subawardee budget(s) online within ASSIST or download, complete and attach

ttach Subaward Fur

the subaward budget formis).

Add New Subaward Il Remove All Subawards

4. When prompted, use the Browse button to search for and select the budget form
from your local device and the Submit button to add it to ASSIST.

RRSubawardBudgetForm.pdi | Browss_.

ASSIST validates the PDF file to ensure that it meets the format requirements of the
opportunity. Files of an invalid format cannot be uploaded.

5. The Research and Related Subaward Budget screen updates to include the added
subaward in the table at the bottom of the screen. Use the Edit, Remove, and View
buttons to manage the subaward as necessary.
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@

Research and Related Subaward Budgzet

Prepare the subawardee budget(s) online within ASSIST or download, complete and attach
the subaward budget formis).

Add Hew Subaward Remave All Subawards Download Subaward Form Attach Subaward Form

Subaward Organization Action

6.11 Career Development Award Supplemental

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-H, which must be used for applications
with due dates on or after January 25, 2023 (see guide notice NOT-OD-22-195. Also see
the annotated form set and summary of changes for Forms-H.) For due dates on or before
January 24, 2023, use FORMS-G.

6.11.0.1 New in Forms-H

» Added new “17. Other Plan(s)” attachment in the Other Research Plan Sections.
The NIH Data Management and Sharing Plan will be provided in this new
attachment.
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6.11.1 For guidance on completing the form in ASSIST, refer to the steps
below:
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1. Select the Edit button to enable the form for editing.
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Application Information @

Summary R&R Cover Cover Page Other Sites Sr/Key RE&R Budget
Supplement Project Person
Information Profile

PHS 398 Career Development Award Supplemental Form

PHS398 CareerDevelopmentAwardSup v6.0 @

E View Burden Statement

Introduction

1. Introduction to
Application
(for Resubmission and Revision

applications)
Candidate Section

2. Candidate Information
and Goals for Career
Development

Research Plan Section

3. Specific Aims

* 4. Research Strategy

5. Progress Report
Publication List (for Renewal

applications)

6. Training in the
Responsible Conduct of
Research

Other Candidate Information Section

Forms

7. Candidate’s Plan to
Provide Mentoring
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2. Attach the applicable sections using the Add Attachment buttons.
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Forms

Application Information @

Su RER Cover  Cover P Other st 5 RER e
= J Supnlr:::t Project & ercn secect TR
Information Profile
PHS 398 Career Development Award Supplemental Form I
PHS398 CareerDevelopmentAwardSup v6.0 @ )
Edit : !

Intreduction

1. Intraduction te Add Attachment  Delete Attachment  View Attachment

Application
{for Resubmsiszion snd Redsion

applications)
Candidate Section

2. Candidate Information
and Goals for Career
Development

View Attach

Delete

Research Plan Section

3. Spacific Aims d Attachrent S Attach

* 4. Research Strategy [PEENPRTER  Delete Attachment  View Attachment

]

- Progress Report Add Attachment  Dels
Publication List (for Renewal

ARLACH View AtLac

apphications)

-

- Training in the achment
Responsible Conduct of

View Attachment

Research
Other Candidate Information Section

7. Candidate’s Plan to
Provide Mentaring

w Attachment

-

Mentor, Co-Mentor, Conzultant, Collaborators Section

B. Plans and Statements of
Mentor and Co-Mentor(s)

9. Letters of Support from
Collaborators,
Contributers, and
Consultants

Delete Attachment  View Attachment

4

De Attachment View Attach

Environment and Institutional Commitment to Candidate Section

10. Description of
Institutional Envirenment

Attachment  View Attachment

1. Institutional Commitment Add Attachment Attachment Vi
to Candidate’s Ressarch
Career Development

12. Description of Candidate's
Contribution to Program
Goals

4

Attachment

Delete Attac

Other Research Plan Sections

13, Vertebrate Animals

14. Select Agent Research

15. Consortium/Contractual Attachment  View Attachment

Arrangements

16. Resource Sharing

Aftachment Attac

17. Other Plan(s) View Attachment

18. Authentication of Key
Biclogical and/or
Chemical Resources

Appendix

View Attachment

19. Appendix

Appendix File Name Delete on Save  Update Attachment  View Attachment
Hothing found to display.
Citizenzhip
* 20. U.5. Citizen or Nan- O Yes O o
Citizen National?
If no, select most appropriate Non-U.5. Citizen option:
(O With a Permanent U.5. Resident Visa
) With a Temporary U.5. Visa
) Mot Residing in the U.S.

If you are & non-U.5. citizen with a temporary visa applying for an award that requires permanent retidency status, and expect to be granted a permanent resident visa by
the start date of the award, check here:

2023
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NOTE: If needed, use the Delete Attachment buttons to remove attachments or
the View Attachment buttons to view them.

3. To save the entered information, select the Save and Keep Lock button to keep
the form open for further editing -or- select the Save and Release Lock button to
close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of
the entered information onto the form.

6.172 PHS 398 Research Training Program Plan

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-H, which must be used for applications
with due dates on or after January 25, 2023 (see guide notice NOT-OD-22-195. Also see
the annotated form set and summary of changes for Forms-H.) For due dates on or before
January 24, 2023, use FORMS-G.

6.12.0.1 New in Forms-H

» Added new “13. Other Plan(s)” attachment in the Other Training Program Section.
Although NIH Data Sharing Policies are not applicable to institutional training
applications, the attachment was added for potential future use with other plans.

For guidance on completing the form in ASSIST, refer to the steps below:
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1. Select the Edit button to enable the form for editing.
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Forms

Application Information @

Summary R&R Cover Cover Page Other Sites
Supplement Project
Information

SrikKey
Person
Profile

Training

Budget

PHS 398 Research Training Program Plan
PHS398 ResearchTrainingProgramPlan v5.0 @

View Burden Statement

Introduction

1. Introduction to
Application
(for Resubmission and Revision

applications)

Training Program Section

* 2. Program Plan

3. Plan for Instruction in the
Responsible Conduct of
Research

4. Plan for Instruction in
Methods for Enhancing
Reproducibility

5. Multiple PD/Pl Leadership
Plan (if applicable)

6. Progress Report

(for Renewal applications)

Faculty, Trainees and Training Record Section

7. Participating Faculty
Biosketches

8. Letters of Support

9. Data Tables

Other Training Program Section

10. Vertebrate Animals

11. Select Agent Research

12. Consortium /
Contractual
Arransamants

Training
Program Plan
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2. Attach the applicable sections of the research plan using the Add Attachment
buttons.

NOTE: If needed, use the Delete Attachment buttons to remove attachments or
the View Attachment buttons to view them.
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Forms

Application Information @

Summary R&R Cover Cover Page Other Sites Sr/Key Training P Trainirﬁ
Supplement Project Person Budget YOETam, k. an
Information Profile
PHS 398 Research Training Program Plan
PHS398 ResearchTrainingProgramPlan v5.0 @
Edit View Burden Statement
Introduction
1. Introduction to Add Attachment  Delete Atta
Application
(for Resubmission and Revision
applications)
Training Program Section
* 2. Program Plan Lhlhiaelinol  Delete Attac
3. Plan for Instruction in the Add Attachment TSR ET e
Responsible Conduct of
Research
4. Plan for Instruction in Add Attachment [ENEIEERARED
Methods for Enhancing
Reproducibility
5. Multiple PD/PI Leadership Add Attachment EEEEERITET
Plan (if applicable)
6. Progress Report Add Attachment  Delete Atta
(for Renewal applications)
Faculty, Trainees and Training Record Section
7. Participating Faculty Add Attachment JENSIEEREIRET
Biosketches
8. Letters of Support Add Attachment JENEEEFNIET
9. Data Tables Add Attachment [EVEEERARED
Other Training Program Section
10. Vertebrate Animals Add Attachment EEEEEEFARED
11. Select Agent Research Add Attachment [ENEIEERARED
12. Consortium / Add Attachment [ENEIEERARED

Contractual
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3. To save the entered information, select the Save and Keep Lock button to keep
the form open for further editing -or- select the Save and Release Lock button to
close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of
the entered information onto the form.

6.13 PHS 398 Training Budget

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-H, which must be used for applications
with due dates on or after January 25, 2023 (see guide notice NOT-OD-22-195. Also see
the annotated form set and summary of changes for Forms-H.) For due dates on or before
January 24, 2023, use FORMS-G.

ASSIST users who have been granted budget authority (View or Edit) may add, edit,
and/or view budget information using the Training Budget tab.

NOTE: If a user does not have the View or Edit budget authority, the Training Budget tab
does not display among the tabs for other component forms.

For guidance on completing the form in ASSIST, refer to the steps below.

6.13.1 Adding Budget Period 1

To add budget information for Period 1:
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1. Select the Edit button to enable the form for editing.

Application Information @

Summary  RBRCover CoverPage Other Sites Srikey i Training
Supplement  Prajest Perian L Bl Frogram Plan
Information Profile

1 Period 1

PHS 398 Training Budget - Period 1
PH5398 TrainingBudget vZ.0 @

The UEI and Enter Name of Organization ¢ ulated from the Applicant Organization Information on the 5F 424 (RER) Cover. If you wish to change
these 2

UEl UYTTE

s do 5o on the SF 424
HGI0T

UNIVERSITY OF CALIFORMIA, 54N DIEGD

® Project © Subaward

rtim

Start Date
* End Date

A. Stipends Tuition/ Fees

Humber of Trainees

Full Time  Short Term

Jurvior/ Senlor

Postdoctonal: Humber Per Stipend Level

Totals §

Total Stipends + Tuition/Fees Requested 5

arvds Requested (5)

E
] 5
<
5
Total Other Dire 5
Total Direct Costs B 5
D. Indirect (F&d) Costs
"
Indirect {FEA) Type Indirect (FieA) Base (5) Funds Requested (5)
1
z

Total Indirect (FRA) Casts Requested 5

ct and Indirect{FiA) Costs Requested (C + D)

2. Complete the budget information as appropriate. Required fields are marked with
an asterisk (*).
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3. To save the entered information, select the Save and Keep Lock button to keep
the form open for further editing -or- select the Save and Release Lock button to
close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of
the entered information onto the form.
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Application Information @

Summary RER Cover Ceaver Page Other Sites SriKey Training
Supplement Project Parzon Program Plan
Infermation Prafile
1 Period 1 Add Period
PHS 398 Training Budget - Period 1 OME Humber: 0925-0001

PHS398 TrainingBudget v2.0 @

Edit

The UEI and Enter Name of Organization on the Training Budget are populated from the Applicant Organization Information on the SF 424 (R&R) Cover. If you wish to change

these items, please do o on the 5F 424 (RER) Cover; you will not be able to edit the response here.

LIEN YTTITEGODT
Organization Mame UHIVERSITY OF CALIFORHNILA, SAN DIEGD
* Budget Type Project Subaward /Consortium
* Start Date |_]

* End Date ]

A, Stipends Tuition/Fees

Humber of Trainees Stipends Tuition/Fees
Full Time Short Term Requested (5) Requested (5)
Undergraduate:
Mumber per Stipend Level:
First-Year/Soph, Junior/ Senior
Predactoral: Single Degree

Dual Degree

Total Predoctoral
Postdoctoral: Humber Per Stipend Level

o 1 2 H 4 L] & 7
Hon-degres Seeking
Degree Seeking
Total Postdoctoral
Other:
Totals §

Total Stipends + Tuition/Fees Requested §

B. Other Direct Costs

Funds Requested (5)

Trainee Travel 5
Training Related Expenses 5
Total Direct Costs from R&R Budget Form (if applicable) 5
Consortium Training Costs (if applicable) 3
Total Other Direct Costs Requested S
C. Total Direct Costs Requested (A + B) 5

D Indirect (F&A) Costs
Indirect (FE&A)
Indirect (FEA) Type Rate (%) Indirect (FitA) Base (5) Funds Requested (5)

Total Indirect (F&A) Costs Requested S

E. Total Direct and Indirect(FiA) Costs Requested (C + D) 5

F. Budget Justification PLEENMSISTENE  Delete Attachment  View Attachment

Keep Lock and Rel Cancel and Release Lock Remove Budget Period
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6.13.2 Adding Another Budget Period

When adding additional budget periods, the information from the previous budget period

is carried over and auto-populated into the fields. This information can be edited as
necessary.

To add an additional budget period:
1. Select the Add Period button.

Summary RER Cover Cover Page Other Sitez Sr/Key Tiraining
Supplement Preject Perion Program Plan
information Profile

Perigd 1 Peried 7 Cumulative Add Period

PHS 398 Training Budget - Period 2
PHS398 TrainingBudget v2.0 @
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PHS 398 Training Budget - Period X displays (where X is the specific budget period
being added).
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Application Information @

Summary  RBR Cover  CoverPage Other Sites Seikey 7"""" ng Training
Supplement Projest Perzon Program Plan
information Profile
Period | Peridl  Period 3  Cumulakive Add Perlod

PHS 398 Training Budget - Period 3
PHS398 TrainingBudget v2.0 @

The UEI and Enter Name of Organization on the Training Budget ar
424 (RER) Co

UYTTZTEGHDTH

d from

a0 o0 on the 5F f; you will not be o edit the

esponse here

UMIVERSITY OF CALIFORNLA, SAH DIEGD

Project Subaward/ Consortium
* Start Date | qg,07/2022 -
* End Date —

10/28/2022

A Stipends Tuition! Fees

Humber of Trainees Stipends

Full Time  Short Term Requested (5)

Undergraduate:

Junior/Senior

Indirect (FRA)
Rate (¥)

Indlirect (FE:A) Base (5)

Total Indirect (FEA) Costs Requested §

E. Total Direct and Indirect{F&A) Costs Requested (C + D) .

e and Keep Lock

he Applicant Organization Information on the SF 424 (RER) Cover. If you wish to change

Predectoral:
0 0 0.00
Postdoctoral: Humber Pe evel
0 2 4 [ 7
Degree Seeking
0 1| Total Postdoctoral 0 0 0 0 ] 0 ] 0 0,00
Oher:
Totals § 0.00
Total Stipends. + Tultion/Fees Requested §
r Direct Costs
Funds Requested (%)
ralee Trave 5
ralning fe 1 Expenses 5
Total Direct Costs from RER Budget Form (if app 5
Consortiun Training Costs (if applicalsle) 5
Total Other Direct Costs Redy 5
uested (A« B) 4

Tuition/ Fees
Requested ($)

0.00

0.00

0.00
0.00

0.00

0.00

Funds Requested ()

0.00

Enter and/or edit the budget information for the specific period.
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3. To save the entered information, select the Save and Keep Lock button to keep
the form open for further editing -or- select the Save and Release Lock button to
close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of the
entered information onto the form.

6.13.3 Editing and Viewing an Entered Budget

Depending on the authority granted, you may view and/or edit existing budget information
for any of the entered budget periods. To edit budget information:

1. Select the link for the period to view or edit (e.g., Period 3 link).

PHS 398 Training Budget - Period 2

2. Select the Edit button to edit the information.

Update the budget information as necessary.

4. To save the entered information, select the Save and Keep Lock button to keep
the form open for further editing -or- select the Save and Release Lock button to
close the form after saving.

w

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of the
entered information onto the form.

6.13.4 Deleting a Budget Period

With Edit Budget authority, an ASSIST user may remove entire budget periods from a
component. To delete an entire budget period:

1. Select the link for the period being removed (e.g., Period 3 link)
2. Select the Edit button to enable editing.

3. Click the Remove Budget Period button.
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Save and Keep Lock Save and Release Lock ancel and Release Lo Remove Budget Period

A confirmation window displays.

4. Select the Continue button to confirm the deletion request.

NOTE: Selecting the Go Back button returns the budget period form without
deletingiit.

The PHS 398 Training Budget tab information displays, with the link for the removed
budget gone. This information is now deleted. The deleted budget period is also
removed from the Cumulative Budget information.

6.13.5 Viewing Cumulative Budget

To view the cumulative budget of multiple budget periods, select the Cumulative link.

Summary RER Cover Cover Page Other Sites Seikey Training
Supplement Project Person Pragram Plan
Informatien il
i 1 ‘eried 2 Period 3 Lumifative

PHS 398 Training Budget - Period 2
PHS398 TrainingBudget v2.0 @

g
-
3
5

The PHS 398 Training Budget - Cumulative Budget displays as read-only.

Forms Data Entry 221 June 14, 2023




ASSIST User Guide

Application Information @

Summary  RER Cover  Cover Page Other Sites Seikey Training
Supplement Project Person Program Plan
Infarmation Prafile

Peoripd 1 Period 7 Ferigd 3 Cumulative

PHS 398 Training Budget, Cumulative Budget @

Undergraduate:

Other:

6.14 Training Subaward Budget

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-H, which must be used for applications
with due dates on or after January 25, 2023 (see guide notice NOT-OD-22-195. Also see
the annotated form set and summary of changes for Forms-H.) For due dates on or before
January 24, 2023, use FORMS-G.

The Training Subaward Budget form must be added to the component as an optional
form. Refer to the help topic titled Add Optional Forms .

For guidance on completing the form in ASSIST, refer to the steps below.
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6.14.1 Adding a Training Subaward

To add a subaward:

1. Click the Add New Subaward button.

Application Information @

Summary ~ RERCaver  Cover Page Other Sites
Supplement  Project
Infarmation

Training

Budget

Training
Subaward

Training
B Program Plan

Training Subaward Budget
PHS398 Training Subay

Instructions

Impartant

Subaward

ard Attachment(s) v3.0

This form allows you to attach a PHS 398 Training Budget form for each subaward/consortium assoclated with your application. Use the "Download Subaward Form® button to extract a
blank copy of the PHS 398 Training Budget form, complete the form in accordance with agency instructions, and attach the completed form using the “Attach Subaward Form® button.

Attach Training Subaward Budget forms, using the blocks below. Rervember that the files you attach must be PHS 198 Training Budget PDF forms, which were previously extracted using
the process outlined above. Attaching any other type of file may result in the inability to submit your application to Grants.gov

Prepare the subawardee budget(s) online within ASSIST or download, complete and attach the subaward budget form(s).

Al M Subareard Farmnorve All Subunwards. Dovwmiload Subaward Form Attach Subaward Form

Organization Action

The PHS 398 Training Budget- Period 1 page displays.
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Application Information @

Summary ~ RBRCover  Cover Page Other Sites Sei¥ey Training 5| Teaini
Supplement Project Person Budget Program Flan
Information Frofile Budget

1 Period 1

Period

Subaward 1

PHS 398 Training Budget - Period 1 W
PHS398 TrainingBudget v2.0 @ -

Organization Hame
* Budget Type Project @ Subaward 1
* Start Date [
* End Date —
ipends Tuition/ Fees
Murber of Trainges Stipends Tuition/ Fees
Full Time  Short Term Requested (5) Requested (5)
Undergraduate:
Number per Stipend Level:
First-Year/Soph. Junior / Senior
Predoctoral: Single Degree
Dual Degree
0 0 Predoc 0.00 0.00
Postdoctoral: iber Per Stipend Level
] 1 2 ] 4 3 & 7
Hon-degree Seeking
Degree Seeking
0 o, Total Postdoctoral 0 i 0 0 0 0 0 0 0.00 0.00
Other:
Totals & 0.00 0.00
Total Stipends + Tuition/ Fees Requested % 0.00
B. Other Direct Costs
Trainee Travel H
Training Felated Expenses 5
Total Direct Costs from RE&R Budget Form (if applicable) 5
Consortium Training Costs | licable) 5
Total O Direct Costs Requested 3 0.00
€. Total Direct Costs Requested B) 5 0.00
ct (Pl
FEA)
Indirect [FRA) Type Rate (%) Indirect [FRA) Base (5)  Funds Requested (5)
L
Total Indirect (FRA) Costs Requested § 0.00
E. Total Direct and Indirect{Fiua) Costs Requested (C + D) 5 0.00

F. Budget Justification

tachment

Save and Keep Lock Save K jet Period
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2. Complete the budget information as appropriate. Required fields are marked with
an asterisk (*).
3. To save the entered information, click the Save and Keep Lock button to keep the

form open for further editing -or- click the Save and Release Lock button to close
the form after saving.

NOTE: Clicking the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of
the entered information onto the form.

4. Repeat steps, clicking Add New Subaward for each additional subaward.

The added subawards display in a table from which they can be accessed using the
Edit, Remove, and View buttons.

Application Information @

Summary | RBR Cover  Cover Page Other Sites Srikey Training Training Training
Supplement  Project Person Budget ekl Propram Fian
Infarmation Profile Budget

Training Subaward Budget

PHS3Y6 Ir 1NNg Subaward Attachment|(®
View Burden Statement
nstructions

This foam allows you to attach a PHS 398 Training Budget form for each subaward/ consortium associated with your application, Use the "Download Subaward Form® buthon to éxtract a
blank copy of the PHS 398 Training Budget form, complete the form in accordance with agency instructions, and attach the completed form using the "Attach Subaward Form® button.

Attach Training Subaward Budget forns, using the blocks below, Remember that the files you attach must be PHS 398 Training Budget PDF forms, which weré préviously extracted using
the process outlined above. Attaching any other type of file may reésult in the inability to submit your application to Grants.gov

Prepare the subawardee budget(s) enline within ASSIST or download, complete and attach the subaward budget form(s).

Add Hew Subarward Foemove Al Subareands Downboad Subaward Form Attach Subaward Form

Subaward Organization Action

[ Eait | emove | View |
[ Edit | femore ] View |

6.14.1.1 Adding Another Budget Period to a Training Subaward

To add an additional budget period to a subaward:
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1. From within the subaward form, click the Add Period button.

Summary | RBRCover | CoverPage Other Sites Sei¥ey Training Training Training
supplement  Project Person Budget il Progeam Fian
Infarmatian Profile Budget
Subaward 1

PHS 398 Training Budget - Period 1
PHS398 TrainingBudget v2.0 @

View Burden Statement

The PHS 398 Training Budget - Period X displays (where X is the specific budget
period being added).
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Application Information @

. Total Direct Costs Reque

. Indirect {F

A) Costs

ndirect (FiA) Type

E. Total Direct and Indire Costs Request

and Release Lock

Save and Feep Lock

Cancel and Retease Lock JEVSHRERY:

- . Training -
Summary RER Cower  Cover Page Other Sites Seikey Training Training
Supplemens  Praject Perion Budget m"“ Program Plan
Informatien Profile
Period 1 Pariod 2 Add Period
Subaward 1
PHS 398 Training Budget - Period 2
PHS398 TrainingBudget v2.0 @
Edit
UEI
Project Subaward/ Consortium
*Start Date | 40,01/2023 e
0 p— ™
A, Stipends Fees
Humber of Trainees Stipends
Full Time  Short Term Requested (3)
Undergraduate:
0 0.00 0.00
Postdoctoral: Humber Per Stipend Level
0 1 2 3 &
0 o o ] (1] o o o o 0.00 0.00
Totals § 000 0.00
Total Stipends + Tultion/Fees Requested 5 0,00
B. Other Direct Costs
Funds
Trainee Travel 5
Training Related Expenses 5
Total Direct Costs from RER Budget Form (if app

[ n Training ] 5
Total Other Direct Costs Requested 5 0.00
5 0.00

Indirect (FEA)

Rate (%) Indirect (F&A) Base (5)

Total Indirect (FEA) Costs Requested §

Funds Requested (5)

0.00

2. Enter the budget information for the specific period.
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3. To save the entered information, click the Save and Keep Lock button to keep the
form open for further editing -or- click the Save and Release Lock button to close
the form after saving.

NOTE: Clicking the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

6.14.1.2 Editing and Viewing an Entered Training Budget for a Subaward
To view and/or edit the subaward training budget period:

1. From within the subaward form, click the link for the period to view or edit (e.g.,

Period 2 link).
Sumemar RER Cower  Cover Py Other Sites SK Trairiny Training Training
" 4 il SL::Iemegf-. Pm;:u 9 Frr:::. sucgﬂ! lI Program Flan
Iinformation Profile
PHS 398 Training Budget - Period 1

View the information.
Click the Edit button to edit the information.
Update the budget information as necessary.

To save the entered information, click the Save and Keep Lock button to keep the
form open for further editing -or- click the Save and Release Lock button to close
the form after saving.

ok wbd

NOTE: Clicking the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

6.14.1.3 Viewing Cumulative Training Budget for a Subaward

To view the cumulative training budget for a particular subaward, access the form and
click the Cumulative link.
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. Training .
Summa RBR Cover  Cover Page Other Sives Srikey Traini Train
4 Sl.ppitﬂ:'nt Project Persan Sudl:t’ b cwsiekdll Frogram Plan
Information Profile

poroa 1 o7 (o)

Subaward 1

PHS 398 Training Budget - Period 1
PHS5398 TrainingBudget v2.0 @

The PHS 398 Training Budget - Cumulative Budget displays as read-only.

Application Information @
Summary | RARCover = Cover Page Other Sites Seikey Training Jr"':_",‘d Training
Supplement Project Budget Program Plan
I mation Prefile Budget
Perigd 1 Perigd 3 Cumulative
Subaward 1
PHS 398 Training Budget, Cumulative Budget @
A, Stipends,
Tuition, Fees
Requested (5)
Undergraduate: 4 0.00 5 0.00
Predoctoral:
Single Degree 5 0.00 5 0.00
Dual Degree < 0,00 5 0.00
Tetal Predoctoral 5 0.00 5 0.00
Pestdoctoral:
Hon-Degree Seeking 5 0.00 5 0.00
Degree Seeking 5 0.00 5 0.00
Total Postdoctoral .9 0.00 5 0.00
Other: 5 0,00 5 0.00
Totals 5 0.00 $ 0.00
Tetal Stipends + Tuition/Fees Requested 5 0.00
E. Other Direct Costs
Trainee Travel S 0.00
Training Related Expenses 5 0.00
Total Direct Costs From R&R Budget Form (if 13 0.00
applicable)
Consartium Training Costs (if applicable) 5 0.00
C. Total Direct Costs Requested (A + B) S 0.00
D. Tetal Indirect (F&A) Costs Requested 5 0.00
E. Total Direct and indirect (F&A) Costs 5 0.00
Requested (C + D)
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6.14.2 Removing Training Budget Subawards

Training budget subawards can be removed individually or all at once. The steps below
provide detail for each method.

6.14.2.1 Removing an Individual Training Budget Subaward
To remove an individual subaward:

1. Click the Remove button from the Action column for the particular subaward being
removed.

Prepare the subawardee budget(s) online within ASSIST or download, complete and attach the subaward budget form(s).

Add Hew Subarward Femorve Al Subareards Dewnboad Subaward Form Attach Subaward Form

Subaward Organization

[ dit | Remove ] View |

A confirmation window displays.
2. Click the Continue button to complete the removal.

6.14.2.2 Removing All Training Budget Subawards

To remove all subawards at one time:

1. Click the Remove all Subawards button from the Training Subaward Budget tab
main page.

Prepare the subawardee budget(s) enline within ASSIST or download, complete and attach the subaward budget form(s).

Add Hew Subaward Femove Al Subareands Downboad Subaward Form Attach Subaward Form

Subaward Organization

ACtion
e ] femore ] View

A confirmation window displays.

2. Click the Continue button to move forward and delete the subawards. (Clicking Go
Back cancels the action.)

6.15 Planned Enroliment Report for Other Components

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.
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The Planned Enrollment Report form must be added to the application or to the
component of a multi-project application as an optional form. Refer to the help topic titled

Add Optional Forms .

For guidance on completing the form in ASSIST, refer to the steps below.
6.15.1 Adding a Planned Enroliment Study

To add a planned enroliment study:

1. Select the Add New Planned Enroliment Study button. If this is the first study you
are adding, you can also select the Edit button for Study 1 located in the Action

column of the displayed table.

Flanmasd

Summary | RER Cower  Cover Page Other Sites Sriffay RER Budget Rewearch @ Cumulative
Envadlmaat

Supplement  Project Person Plan Inclusion
PP " } N = - Rapori
Infor mation Profile Aport

L e e e

Sll.ld]'
Humber Study Title Action

The Planned Enrollment Report opens for editing.
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Summary | RER Cover  Cover Pige Db St S My RER Budget | Redearch | Cumilitiee
Supplemant Prajwct Person Plam Irszlassien
brnfer ek i Frefils R

Panned Enrgdment Beport Symmary

Planned Enrollment Report

PlannedReport v1.0 ©

Study 1 of 1

Thiz report format should HOT be uted for collscBng data from study participants.

Select -[=]
Ethnic Categories
Mot Hispanic or Latine Hispanic or Latino Total
Racial Categories Female Male Female Male
erican lnd i il a
Alaska Mat
Aian [ [ a
i 0 0 a
: [ a 1]
f i a
Maor A i o o
Ra
Total ] 0 0 0 a

Save and Keep Lock Save and Release Lock | Cancel and R s Lock |

2. Complete the required fields and any other appropriate information. Required fields
are marked with an asterisk (*).
3. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select the
Save and Keep Lock options.
b. To save the information and close the form, select the Save and Release
Lock button.
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c. To save the data on the current page of the form and to display a new page for

entry, select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of

the entered information onto the form.

4. Select the Planned Enrollment Report Summary link to return to the table of

enroliment studies.

) Planned Enroliment Report updates saved

Summary | RER Cover Cover Pige b Sitdi S MWy

(:E.nrf.: Enrodment RBeport Summ -.-;)

RAR Budget Redsarch || Cumilitive
Supplemant Project Pariam Plam Iz Lurgben
Inf s frat hen Frofile Ragr

Planned Enrollment Report
PlannedRenort v1.0 @

The added studies display in the table from which they can be accessed using the Edit,

Remove, and View buttons.

Summary || RER Cover | Cover Page Other Sites SriMey | RER Budget Research |Cumulative EF'L:':'IM .
Supplement  Project Perion Plan inclusion nro '";“
Infor mation Profile Report Repor

Add Hew Manned Enrollment Study Remove All Planned Enrollment Studies

S-El.lﬂ:r
Humber Study Title Action
1 Sample Enrollment Study for Individual Component [ Edit | Remove [ View |

6.15.2 Viewing and Editing the Enroliment Studies

To view and/or edit a planned enroliment study:
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1. Select the appropriate button for the specific study to be viewed or edited:

Sumimary | RER Cover | Cover Page Other St Srifay RER Budget Ressarch | Cumulative EH:IM .
Supplement  Project Perion Plan ekl i M:ﬂ
trifor ratioan profile Raport Repor
Add Hew Planned Enrollment Study Remove All Planned Enroliment Studies
Study
Humber Study Title Action

To view the information:

a. Select the View button to see the form in read-only.

b. Note that once within the read-only form, you can select the Edit button at the
top of the form to enter edit mode.

To edit the information:

a. Select the Edit button for the study.
b. Make your changes.

c. Select one of the save options at the bottom of the form to save the data:
i. Tosave the information and keep the form open for further editing,
select the Save and Keep Lock options.
ii. To save the information and close the form, select the Save and
Release Lock button.

iii. To save the data on the current page of the form and to display a new
page for entry, select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the
Continue button on the confirmation - returns the form to read-only and does
not save any of the entered information onto the form.

2. Select the Planned Enroliment Report Summary link to return to the table of
enrollment studies.
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0 Planned Enrollment Report updates saved

Summary | RER Cover Cover Page Othesr Sitas Sriey | RAR Budget Research || Cumulative
Supplemant |  Profect Pariam Plam Irec Lk b
Inder Frat e Prafile Rapeil

=

(Banned Enrgiment Report Summary )

Planned Enrollment Report

0@

PlannedReport v

6.15.3 Removing Individual Planned Enroliment Study

You can remove the studies individually using the buttons found in the Action column of

the summary table. To remove an individual study:

1. Select the Remove button for the specific study.
Sumimary | RER Cover | Cover Page Other Sitet Sriery RER Budget Research | Cumulative
Supplement  Project Paron Plan Inclusicn
Iirif cor Patican Pridile Raport

Add Hew Manned Enrollment Study Remove All Planned Enrollment Studies

Third Sample Study Title

3 records, Page 1 of 1

3 of
Study
Humber Study Tite Action
1 Sample Enrollment Study for Indbidual Component m m m
2 My Second Planned Enrollment Study [ Edit | Remove J View |

e

A confirmation message pops up prompting you to continue or cancel this action.
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2. Select the Continue button to continue removing the study.

Swmemary | RBR Cowver || Cover Page Other Sites Srikey EER Budget | Ressarch | Cwmalstive
fupplement) Project Parson Plan Irnchusion
Information Profile Repart

el | pe—r—-—s

St

If you wish to cancel, select the Go Back button.

6.15.4 Removing All Planned Enroliment Studies

You can remove all studies at the same time rather than removing each individual study.

Removing all studies also removes the entire form from the component.

To remove all studies:

1. Select the Remove All Planned Enroliment Studies button at the top of the form.

Summary | RER Cover | Cover Page Other Sites Srikey BER Budget| Ressarch
Supplement Project P soan Plan
Information Profile

Comulative
Inclusion
Report

Add Hew Planned Enrollment Study ' Remaove All Manned Enrollment SIudie:.

Study
Mumber Study Title Action
1 Sample Enrcllment Study for Individual Component m
i My Second Planned Enrollment Study m
Third Sample Study Title mm

age 1 of 1

A confirmation message pops up prompting you to continue or cancel the action.
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2. Select the Continue button to remove all forms.

Summary | R&R Cover | Cover Page Other tites iy ERER Budget Research | Cumuldative “""'""'d
Supplement Project Farson Plan Imsclursion Enrollment
Irfor mation Profile Repaort Baport

Mun Action

[ Edit | Remove J View |

[ Edit ]| Remove J View

If you wish to cancel, select the Go Back button.

See Also

* Add Optional Forms

6.16 Cumulative Inclusion Enroliment Report for Other Components

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-H, which must be used for applications
with due dates on or after January 25, 2023 (see guide notice NOT-OD-22-195. Also see
the annotated form set and summary of changes for Forms-H.) For due dates on or before
January 24, 2023, use FORMS-G.

The Cumulative Inclusion Enroliment Report form must be added to the application or to
the component of a multi-project application as an optional form. Refer to the help topic
titled Add Optional Forms .

For guidance on completing the form in ASSIST, refer to the steps below.
6.16.1 Adding a Cumulative Inclusion Enroliment Study
To add a cumulative inclusion enrollment study:

1. Click the Add New Cumulative Inclusion Enroliment Study button. Alternatively, ifa
study already exists, you can also click the Edit button for Study 1 located in the
Action column of the displayed table.
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Sumemary | RER Cover | Cover Page Othar Shtirs Srikey | RER Budget
Supplemaent Project Flare et
Infarmation Prafile

Add Hew Cumulative Inclusion Enrollment Study ) Remove All Comulative Inclusion Studies

Study
Humber

¥ Eit

Study Title ActHon

One ftem found

The PHS398 Cumulative Inclusion Report opens for editing.
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Summary | RER Cover | Cover Page

Supplimant

Othar
Fraject

Infar mathamn

Parsen
Prafile

Shes Srikey | RER Budget| Ressarch | [l

Plan Irschusion

Repart

Cumidative Inclusion Enrglment Beport Summary

Study 1 of 1

Racial
Categories
American
Indian
Alasks
MHatree

Asian

Mative
Hawaiian
ar Dther
Pacific
Islander
Black or
AMirican

American
White
More than
One Race

LUnknowmn
ar Mot
Heported

Total

Hot Hispanic or Latino

Female Male

Save and Keep Lock

Unknown
/Hot
Reported
1 1]
1] 1]
1 a
1 a
1 1
1] a
1 a
1]

Save and Release Lock

Cumulative Inclusion Enrollment Report

PH5398_CumulativelnclusionReport v1.0 o

Ethnic Categories

Hispanic or Lating

Unlnown
fHat

Female Male Reporbed
0 0 0
0 o 0
0 o 0
0 o 0
0 o 0
0 o 0
0 o 0
a ] 1]

Save and Add

This report format should HOT be used for collecting data from study partcipants,

Unknown/Hot Reported
Ethniciity

Unknawn

/Hot

Female Male Reported

0 0
0 i
0 0
0 0
0 Q
0 0
0 0
1] L1}
Cancel and Release Lock

0

Taotal

2. Complete the required fields and any other appropriate information. Required fields

are marked with an asterisk (*).
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3. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select the
Save and Keep Lock options.
b. To save the information and close the form, select the Save and Release
Lock button.
c. To save the data on the current page of the form and to display a new page for
entry, select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of
the entered information onto the form.

4. Select the Cumulative Inclusion Enrollment Report Summary link to return to the
table of enroliment studies.

Sl Sr Ky ERR Budget| Research
Parsea

Cumulative Inclusion Enrollment Report

Study 1 af 1
Thiz report format should HOT be used for collecing data from study participants.

Sample Component Level Study Tite 1

The added studies display in the table from which they can be accessed using the Edit,
Remove, and View buttons.
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Summary | RER Cover  Cower Pige | Other [P Tey  RER Budget  Reearch [t
Supplement  Project Parson Plan WnChusion
el i Pt Profile Repart

Add Hew Cumulative Inclusion Enrollment Study Remove All Cuomulative Inclusion Studies

Study
AL Han

Humber Shudy Title

tudy Title Number | [ Edit ] Remove ] View ]

6.16.2 Viewing and Editing the Enroliment Studies

To view and/or edit a cumulative inclusion enroliment study:

Select the appropriate button for the specific study to be viewed or edited:

Summary | RER Cover  Cower Pige | Other [P Tey  RER Budget  Rearch [t
Supplement  Project Parson Plan WhChushon
b er Pl Profile Repart

Add Hew Cumulative inclusion Enrollment Study Remowe All Cumulative Inclusion Studies

Study

Humber Shudy Title

Acton

et | Remove § View |

To view the information:

a. Select the View button to

see the form in read-only.

b. Note that once within the read-only form, you can select the Edit button at the

top of the form to enter edit mode.

To edit the information:

a. Select the Edit button for the study.

June 14, 2023
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b. Make your changes.
c. Select one of the save options at the bottom of the form to save the data:
i. To save the information and keep the form open for further editing,
select the Save and Keep Lock options.
ii. To save the information and close the form, select the Save and
Release Lock button.
iii. To save the data on the current page of the form and to display a new
page for entry, select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the
Continue button on the confirmation - returns the form to read-only and does
not save any of the entered information onto the form.

2. Select the Cumulative Inclusion Enrollment Report Summary link to return to the
table of enroliment studies.

Samimary || RAR Cover || Cover Pige||  Other Sites Sefiey | RER Budget| Ressarch | [Rauiinteiiiid
Supplamant ) Parson

Thit report format thould HOT be used for collec ing data from study participants.

6.16.3 Removing Individual Cumulative Inclusion Enroliment Study

You can remove the studies individually using the buttons found in the Action column of
the summary table. To remove an individual study:
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1. Select the Remove button for the specific study.

Summary  BER Cover Cover Page Crthear Sites Sridey ||RER Budget Research r'll"'“:‘h.t""*
Supplement|  Project Person Plan :“"""‘:‘
Information Profile o

Remove All Cumulative Inclusion Studies

Add MHew Cumulative Inclusion Enrollment Study

Study
Humber Study Title Action
1 Sample Component Level Study Title 1 Edit m m
tample Component Level Study Title Humber 2 Edit m m

tample Component Level Study Humber 3

et (oo ) Ve ]

A confirmation message pops up prompting you to continue or cancel this action.

2. Select the Continue button to continue removing the study.

Surmmuary

EER Cover Cower Page
Supplement

Other
Project
infoirmation

Sites

Sr ey
Person
Profile

B3R Budget Rewearch
Plan

umulative Inclusion Studies

i st ] Remove |
=3

If you wish to cancel, select the Go Back button.

6.16.4 Removing All Cumulative Inclusion Enrollment Studies

You can remove all studies at the same time rather than removing each individual study.

Removing all studies also removes the entire form from the component.

To remove all studies:
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1. Select the Remove All Cumulative Inclusion Studies button at the top of the form.

Summary | RER Cover Covar Page Other Sitat Seiay | RER Budget | Rewsarch
Supplermant Froject P son Plam
Information Profile

Add Mew Cumulative Inclusion Enrollment Study

Remove All Cumulative Inclusion Studies

3 of 3 records, Page 1 of 1

Study
Humber Study Tithe Action
] Sample Component Level Study Title Humber 2 mm
Sample Component Level Stedy Humber 3 mm

A confirmation message pops up prompting you to continue or cancel the action.

2. Select the Continue button to remove all forms.

Summary | RER Cower | Cowver Page||  Other Sites Sri¥ey | RER Budget| Research c:"‘“r":""'
Supplemsnt  Project P son Plan :’;f""’b"
Information Profile port

o R |

umulative Inclusion Studies

Sample Component Level Study Humber 3 Edit | Remove |

If you wish to cancel, select the Go Back button.
See Also
+ Add Optional Forms

6.17 PHS 398 Research Plan

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.
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NOTE: The forms in these topics reflect FORMS-H, which must be used for applications
with due dates on or after January 25, 2023 (see guide notice NOT-OD-22-195. Also see
the annotated form set and summary of changes for Forms-H.) For due dates on or before
January 24, 2023, use FORMS-G.

6.17.0.1 New in Forms-H

e Added new “11. Other Plan(s)” attachment in the Other Research Plan Sections.
The NIH Data Management and Sharing Plan will be provided in this new
attachment.

For guidance on completing the form in ASSIST, refer to the steps below.
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1. Select the Edit button to enable the form for editing.

Forms Data Entry 246 June 14, 2023



ASSIST User Guide

Forms

Application Information @

Summary R&R Cover Cover Page Other
Supplement Project
Information

Sites

sr/Key RE&R Budget

Person
Profile

PHS 398 Research Plan
PHS398 Research Plan v5.0 @

E View Burden Statement

Introduction

1. Introduction to
Application
(for Resubmission and Revision

applications)
Research Plan Section
2. Specific Aims

* 3. Research Strategy

4. Progress Report
Publication List

Other Research Plan Section

5. Vertebrate Animals
6. Select Agent Research

7. Multiple PD/PI
Leadership Plan

8. Consortium /
Contractual
Arrangements

9. Letters of Support
10. Resource Sharing Plan(s)
11. Other Plan(s)

12. Authentication of Key
Biological and/or
Chemical Resources

Appendix

13. Appendix

Arfa-~himiant File Mamae

Research
Plan
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2. Add the appropriate Research Plan Attachments. Required fields are marked with
an asterisk (*).
3. To save the entered information, select the Save and Keep Lock button to keep

the form open for further editing -or- select the Save and Release Lock button to
close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of
the entered information onto the form.

Below is the form opened for editing.
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Forms

Application Information @

Summary R&R Cover Cover Page Other
Supplement Project
Information

Sr/Key RE&R Budget
Person
Profile

PHS 398 Research Plan
PHS398 Research Plan v5.0 @

Edit View Burden Statement

Intreduction

1. Introduction to
Application
(for Resubmission and Revision

applications)

Research Plan Section

2. Specific Aims
* 3. Research Strategy

4. Progress Report
Publication List

Other Research Plan Section

5. Vertebrate Animals
6. Select Agent Research

7. Multiple PD/PI
Leadership Plan

8. Consortium /
Contractual
Arrangements

9. Letters of Support
10. Resource Sharing Plan(s)
11. Other Plan(s)

12. Authentication of Key
Biological and/or
Chemical Resources

Appendix

13. Appendix

Add Attachment

Add Attachment  Delete Att:

Add Attachment ERNEEEN e

Add Attachment ERNEEEN e

Add Attachment EEMEECEN s

Add Attachment ERNSEEE

Add Attachment ERMSEEE

Add Attachment ERNEEEN s

Add Attachment ERMEECN e

Add Attachment Delete Att:

Add Attachment JRMEEEN s

Add Attachment JRNEEEN s

Add Attachment EEMEECEN s
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6.18 PHS Inclusion Enroliment

Included in Study Record in Forms E

IMPORTANT: The PHS Inclusion Enroliment Report will be discontinued with the
rollout of Forms E Applications with due dates beginning in January of 2018. The
collection of this data for Forms E applications is moved to the new PHS Human
Subjects and Clinical Trials Information Form.

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

The PHS Inclusion Enroliment Report form is used for all applications involving NIH-
defined clinical research. This form is used to report both planned and cumulative (or
actual) enrollment, and describes the sex/gender, race, and ethnicity of the study
participants.

For guidance on completing the form in ASSIST, refer to the steps below.
6.18.1 Adding a PHS Inclusion Enroliment Report
To add an Inclusion Enrollment Report:

1. Select the Add New Inclusion Enrollment Study button. If this is the first report you
are adding, you can also select the Edit button for Study 1 located in the Action
column of the displayed table.

Application Information @

Summary = RER Cover Ell"‘rccl.::sni:nnt
Report

PHS Inclusion Enrollment Report

Add New Inclusion Enrollment Stud ) Remaowve Al Inclusion Enroliment Studies

Study Number Study Title Action

' [ Edit | Remove J View |

The PHS Inclusion Enrollment Report.

The PHS Inclusion Enroliment Report Summary opens.
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Application Information @

Summary RE&R Cover

PHS Indusion Enrollment Report Summary

PHS Inclusion Enrollment Report ONE Mursber:, 0F2-0001, mct 02802
i 0 priration Date: 02/28/2023
PHS Inclusion Enrollment Report v1.0

Edit View Burder

This report format should HOT be used for collecting data from study participants.

* Study Title(must be unique): Sample Component Level Study Title 1

* Delayed Onset Study? Yes @ No

Planned @ Cumulative (Actual)

ce @ Yes Ho
i@ Domestic Foreign
@ Yes No
Yes @ Ho
L L), s
Ethnic Categories
Not Hispanic or Latino Hispanic or Latino Unknown/Mot Reported Ethnicity  Total
Racial Unicnown Unknown Unknown
Categorie /Not /Not /Mot
5 Female Male Reported Female Male Reported Female Male Reported
American 10 10 0 [ 0 0 0 0 0 20
Indian/
Alaska
Native
Asfan 5 5 0 0 0 0 0 0 0 10
Native 0 0 0 0 0 0 0 0 0 0
Hawafian
or Other
Pacific
Istander
Black or 0 0 0 0 0 0 0 0 0 0
African
American
White 50 50 0 0 0 0 0 0 0 100
More than 0 0 0 10 10 0 0 0 0 20
One Race
Unknown 0 0 0 0 0 0 20 20 10 50
or Mot
Reported
Total 65 65 0 10 10 0 20 20 10 200

Save and Release Lock Save and Add Cancel and Release Lock
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2. Complete the required fields and any other appropriate information. Required fields
are marked with an asterisk (*).

3. Select one of the save options at the bottom of the form to save the data:

1. To save the information and keep the form open for further editing, select the
Save and Keep Lock options.

2. To save the information and close the form, select the Save and Release
Lock button.

3. To save the data on the current page of the form and to display a new page for
entry, select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of
the entered information onto the form.

6.18.2 Viewing and Editing the Inclusion Enroliment Report
To view and/or edit a cumulative inclusion enroliment study:

1. Select the appropriate button for the specific study to be viewed or edited:

Application Information @

Inclusion
Summary | R&R Cover Enrollment
Report
PHS Inclusion Enrollment Report O {Hurnb ST o0t
iy expriration Uate

o | I”_I usion il 1ENL :"-_:_" porc A A
Add New Inclusion Enrollment Study Remove All Inclusion Enroliment Studies

Study Number Study Title Action
1 Sample Component Level Study Title 1 m

Editing the Inclusion Enrollment Report

To view the information:
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1. Select the View button to see the form in read-only.

NOTE: Note that once within the read-only form, you can select the Edit button at

the top of the form to enter edit mode.

To edit the information:

1. Select the Edit button for the study.

2. Make your changes.

3. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select the

Save and Keep Lock options.

b. To save the information and close the form, select the Save and Release

Lock button.

c. To save the data on the current page of the form and to display a new page for

entry, select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of

the entered information onto the form.

4. Select the PHS Inclusion Enroliment Report Summary link to return to the table

of enrollment studies.

Application Information @

0 Inclusion Enrollment Report updates savec

Inclusion

Summary | RE&R Cover Enrollment

PHS Inclusion Enrollment Report

| W v~| e ¥ N [P
» INCLWUSIO nrolument nepo

Inclusion Enroliment Report Displaying Summary Link

5. Click the PHS Inclusion Enroliment Report Summary link to return.
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6.18.3 Removing Individual Cumulative Inclusion Enroliment Study

You can remove the studies individually using the buttons found in the Action column of
the summary table. To remove an individual study:

1. Select the Remove button for the specific study.

Application Information @

Inclusion

Summary = RE&R Cover Enrollment

Report
PHS Inclusion Enrollment Report o qa:”c"“”
PHS Inclusion Enrollment Report v1.0 o

Add New Inclusion Enrollment St Remove All Inclusion Enrollment Studies

Study Number Study Title Action

Sample Component Level Study Title 1 Edit [| Remove ', View

A confirmation message pops up prompting you to continue or cancel this action.

2. Select the Continue button to continue removing the study.

[ Notice: D

Delete Confirmation screen

3. If you wish to cancel, select the Go Back button or click the X.

6.18.4 Removing All Cumulative Inclusion Enroliment Studies

You can remove all studies at the same time rather than removing each individual study.
Removing all studies also removes the entire form from the component.

To remove all studies:
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1. Select the Remove All Cumulative Inclusion Studies button at the top of the form.

Application Information @

Inclusion

Summary = RER Cover Enroliment

PHS Inclusion Enrollment Report T L “";_"“:L‘E“ch’:cj:-
clusion Enrollment Report
ILINEC
Study Number Study Title Action
i Sarnple Component Level Study Title 1

A confirmation message pops up prompting you to continue or cancel the action.

2. Select the Continue button to remove all forms.

remove the Inclusion enrollment Report form.

If you wish to cancel, select the Go Back button
Add Optional Forms
6.19 Additional Indirect Costs

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-H, which must be used for applications
with due dates on or after January 25, 2023 (see guide notice NOT-OD-22-195. Also see
the annotated form set and summary of changes for Forms-H.) For due dates on or before
January 24, 2023, use FORMS-G.

ASSIST users who have been granted budget authority (View or Edit) may add, edit,
and/or view budget information using the Additional Indirect Costs tab on a multi-
project application (Overall Component).
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NOTE: If a user does not have the View or Edit budget authority, the Additional Indirect
Costs tab does not display among the tabs for other forms.

For guidance on completing the form in ASSIST, refer to the steps below.

6.19.1 Adding Budget Period 1

To add budget information for Period 1:

1. Click the Edit button to enable the form for editing.

Overall Component

Overall Component

Summary  RBRCover  Cover Page Gther
Supplement Projest
Infermation

Sites

[T Additional [P
Person "*“ Flan
Profile

This ferm should only be used by the applicant organization responsible for the Overall compenent. The applicant organization should use this form to detail its first
$25,000 F&A costs on each subaward organization that leads a component.

Human
Subjects and
Chirrieal Trinly

t Costs v2.0 @

==

Budget Peried: 1

* Start Date

* End Date

Indirect Cost Type

Budget Justification
Budget Justification

PHS Additional Indirect Costs - Budget Period 1

Indirect Cost Rate (%)

Indirect Cost Base (%)

Funds Requested (%)

2. Complete the budget information as appropriate. Required fields are marked with

an asterisk (*).
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3. Toaccess the Indirect Costs pop-up screen for entering cost information:
a. Click the Add Indirect Cost button.

Overall Component

This ferm should only be used by the applicant erganization responsible for the Overall component, The applicant organization should use this form to detail its first

525,000 FitA costs on each subaward organization that leads a component.

Summary  RERCever Cover Page  Other
Suppl

Additional
Srikey Fesearch Human
Person "'f‘m""“ Plan | Subjects and
Frefile = Chindcal Trials

! Fericd 1 Cupmdathes Adkd Periodd

Edit

Budget Period: 1

* Start Date
* End Date
Indirect Casts
Indirect Cost Type
Hathirg found to display.

Budget Justification
Budget Justification

PHS Additional Indirect Costs - Budget Period 1
PHS Additional Indirect Costs v2.0 @

Sawe and Keep Lock

Indirect Cost Rate (%)

Save and Release Lock [FTIELE DRI Remove Budget Period Remove Form

I

[

Indirect Cost Base (5) Funds Requested (3) Action

Tetal Indirect Costs

k  View Attachment

b. Enter the data fields on the Indirect Costs pop-up window. Required fields are
marked with an asterisk (*). Click the Add button when finished.

H. Indirect Costs

* Indirect Cost Type
Indirect Cost Rate
Indirect Cost Base

* Funds Requested

s

* Required field(s)

© 2022 NIH. All Rights Reserved.

Screen Rendered: 10/12/2022 07:05:59 EDT | Screen Id: ASSISTO037@3692

Version:
2.57.00.017
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4. Repeat the steps above to include all indirect costs types as necessary.

5. To save the entered information, click the Save and Keep Lock button to keep the
form open for further editing -or- click the Save and Release Lock button to close
the form after saving.

NOTE: Clicking the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of
the entered information onto the form.

-
Overall Component
This form should only be used by the applicant organization responsible for the Overall compenent. The applicant organization should use this form to detail its first
525,000 Fita costs on each subaward organization that leads a component
Summary RER Cover  Cover Page Qther Sites Seifey Ilil Research Hurnan
Supplement Froject Person Flan Subjects and
Informatian Prafile Couts Clinieal Trialz
! Period ! Cumulative Add Period
PHS Additional Indirect Costs - Budget Period 1
PHS Additional Indirect Costs v2.0 @
Budget Period: 1
* Start Date rret]
* End Date —
Indirect Costs
Indirect Cost Type Indirect Cost Rate (%) Indirect Cost Base (5) Funds Requested (%) Action
Add Indirect Cost
Total Indirect Costs
Budget Justification
Budget Justification Add Attachment
Save and Keep Lock Save and Release Lock Canc Remove Form

6.19.2 Adding Another Budget Period

When adding additional budget periods, the information from the previous budget period
is carried over and auto-populated into the fields. This information can be edited as
necessary.

To add an additional budget period:
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1. Click the Add Period button.

Overall Component

This form should only be used by the applicant organization responsible for the Overall component. The applicant organization should use this form to detail its first

525,000 FiA costs on each subaward erganization that leads a component.

Addvtianal

Summary RER Cover  Cover Page Other Sites Seikey Indi Research Human
Supplemaent Project Persan Plan Subjects and
Information Profile = Clinscal Trials
PHS Additional Indirect Costs - Budget Period 1
BLC & ct Costs v2.0 @

PHS Additional Indirect Costs - Budget Period X displays (where X is the specific
budget period being added).

2. Enter and/or edit the budget information for the specific period.

3. To save the entered information, click the Save and Keep Lock button to keep the
form open for further editing -or- click the Save and Release Lock button to close
the form after saving.

NOTE: Clicking the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

6.19.3 Editing and Viewing an Entered Budget

Depending on the authority granted, you may view and/or edit existing budget information
for any of the entered budget periods. To edit budget information:

1. Click the link for the period to view or edit (e.g., Period 2 link).

Overall Component

This form should only be used by the applicant organization responsible for the Overall component. The applicant organization should use this form to detail its first

525,000 FRA costs on each subaward organization that lead: a component.

Summary | RBR Cover  Cover Page Other Sites SeiKey m Research Human
Supplément Prafest Parian Plam Subjects and
Information Profile Costs Clintcal Trials

PHS Additional Indirect Costs - Budget Period 1

0@

2. Click the Edit button to edit the information.
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3. Update the budget information as necessary.

4. To save the entered information, click the Save and Keep Lock button to keep the
form open for further editing -or- click the Save and Release Lock button to close
the form after saving.

NOTE: Clicking the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

6.19.4 Deleting a Budget Period

With Edit Budget authority, an ASSIST user may remove entire budget periods from a
component. To delete an entire budget period:

1. Click the link for the period being removed (e.g., Period 2 link)

Overall Component

This form should enly be used by the applicant organization responsible for the Overall component. The applicant organization should use this form to detail ies first

525,000 FRA costs on each subaward organization that leads a compenent.

Summary  RBRCover  Cover Page Cther Sites Seif¥ay Additional Research Human
Supplement Profest Person ""c oct Pl Subjects and
information Profile Elindcal Trials

PHS Additional Indirect Costs - Budget Period 1

2.0@

2. Click the Edit button to enable editing.

3. Click the Remove Budget Period button.

Save and Keep Lock Save and Release Lock } Remove Budget Period

A confirmation window displays.

4. Click the Continue button to confirm the deletion request.

NOTE: Clicking the Go Back button returns the budget period form without deleting
it.
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The PHS Additional Indirect Costs tab information displays, with the link for the
removed budget gone. This information is now deleted. The deleted budget period
is also removed from the Cumulative Budget information.

6.19.5 Removing the Entire Additional Indirect Costs Form

The PHS Additional Indirect Costs form is an optional form which can be removed if
itis not needed for the application. With Edit Budget authority, an ASSIST user may
remove the form from the application.

To remove the form:

1. Click the Remove Form button while within the PHS Additional Indirect Costs
form.

Save and Keep Lock Save and Release Lock C Remove Budget Period

A confirmation window displays.

2. Click the Continue button to confirm the removal of the entire form. Click the
Go Back button to return to the budget period form without removing it.

IMPORTANT: Removing the form deletes the form and all its contents from
the application. This action cannot be reversed.

6.19.6 Viewing Cumulative Budget

To view the cumulative budget of multiple budget periods, click the Cumulative link.

Overall Component

This form should only be uted by the applicant erganization responsible for the Overall compenent. The applicant organization should uze this form to detail its first

525,000 F&A costs on each subaward erganization that leads a compeonent.

Summary RER Cover Caover Page Other Sites Srikey Research Human
Supplement Praject Person Indirect n bj
Infermation Profile

PHS Additional Indirect Costs - Budget Period 1
PHS Additional Indirect Costs v2.0 @

The PHS Additional Indirect Costs — Cumulative Budget displays as read-only.
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Overall Component

Summary RER Cower  Cover Page Other Sites Srikey e Rezearch Human
Supplement Frajest Person P Flan Subjects and
Information Profile

PHS Additional Indirect Costs - Cumulative Budget @

Indirect Costs

6.20 PHS 398 Modular Budget

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-H, which must be used for applications
with due dates on or after January 25, 2023 (see guide notice NOT-OD-22-195. Also see
the annotated form set and summary of changes for Forms-H.) For due dates on or before
January 24, 2023, use FORMS-G.

ASSIST users who have been granted budget authority (View or Edit) may add, edit,
and/or view budget information using the Modular Budget tab on a single-project
application.

NOTE: If a user does not have the View or Edit budget authority, the Modular Budget tab
does not display among the tabs for other forms.

For guidance on completing the form in ASSIST, refer to the steps below.
6.20.1 Adding Budget Period 1

To add budget information for Period 1:
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1. Select the Edit button to enable the form for editing.

Application Information @

Summary ~ RBRCover  Cover Page Cther Sites Srikey Modular Research
Supplement Project Persen Budget Flan
Infarmation Prafile

PHS 398 Modular Budget - Period 1
PHS 398 Modular Budget v1.2 @

* Start Date

* End Dave

Direct Cost less tiu
Conzortium Indirect|FiA)

Total Direct Costs

Indirect (FiA) Type Indirect (F&A) Rate (%) Indirect (FE&tA) Base (5) Funds Requested (5)

Total Indirect (Fia) Costs

Indirect [FEA) Rate Agreement Date

ndirect (Fia) Costs [A « B) Funds Requested (3)

Personnel Justification

Consertium Justification

Additional Marrative

Justification

2. Complete the budget information as appropriate. Required fields are marked with
an asterisk (*).

3. To save the entered information, select the Save and Keep Lock button to keep
the form open for further editing -or- select the Save and Release Lock button to
close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of
the entered information onto the form.

Click here for an image of the form expanded for editing.
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Application Information @

ey | R Cover ) Covar Fage Other Sites Srikey Modular Rl
Supplement Project Persan Budget Plan
Information Profile
§ Pericd 1

PHS 398 Modular Budget - Period 1

PHS 398 Modular Budget v1.2 @

View Burden Statement

* Start Date

* End Date

A. Direct Costs

B. Indirect (FEA) Costs
Indirect (FEA) Type

Hothing found to display.

Cognizant Agency

{Agency Name, POC Hame and Phone Number)

Iindirect (FitA) Rate Agreement Date

C. Total Direct and Indirect (FiA) Costs (A + B)

Budget Justifications
Personnel Justification
Consortium Justification

Additienal Narrative
Justification

Save and Keep Lock

Save and Release Lock

Direct Cost less Consortium Indirect{Ffa)

Consortium Indirect{F&A)

Total Direct Costs

Indirect (FEA) Rate (%) Indirect (F&A) Base (5)

Add Additional Indirect Cost

Total Indirect (FA) Costs

Funds Requested (5)

Add Attachment

Funds Requested (5)

Add Attachment IRESEEIEI
Ackd Attachment Delete Atta

0.00 v

Action

6.20.2 Adding Another Budget Period

When adding additional budget periods, the information from the previous budget period
is carried over and auto-populated into the fields. This information can be edited as

necessary.

To add an additional budget period:

1. Select the Add Period button. Note that the Add Period button is only displayed in

Edit mode.
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Summary  RER Cover  CoverPage Gther Sites Sy Rezearch
Supplement Praject Persan Plan
Infermation Profile

PHS 398 Modular Budget - Period 1
PHS 398 Modular Budget v1.2 @

View Burden Statement

PHS Modular Budget - Budget Period X displays (where X is the specific budget
period being added).

Application Information @
Bmrmery || RGE Corer || Cover Page Other Sites SriKey Modular |,
Supplement Project Person Budget Flan
Informatian Frofile
Period 1 Period 2 Cumulative Aclel P
PHS 398 Modular Budget - Period 2
’HS 398 Modular Budget v1.2 @
View Burden Statement
* Seart Date .
* End Date -
5ts
Direct Cost less 5o tiom Indirect{FecA 0,00~
Consortium Indirect[FEA)
Total Direct Costs
B. Indirect [FfuA) Costs
Indirect (FiA) Type Indirect (FEA) Rate (%) Indirect (FEA) Base [5) Funds Requested (5) Action
Add Additicnal Indirect Cost
Total Indirect (FEA) Costs
Cognizant Agency
(Agency Mame, POC Mame and Phone Number)
Indirect (FEA) Rate Agreemant Date [F2:3)
. Total Direct and Indirect (FiA) Costs (A « B) Funds Requested (5) 0.0

2. Enter and/or edit the budget information for the specific period.
3. To save the entered information, select the Save and Keep Lock button to keep
the form open for further editing -or- select the Save and Release Lock button to

close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of the
entered information onto the form.
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6.20.3 Editing and Viewing an Entered Budget

Depending on the authority granted, you may view and/or edit existing budget information
for any of the entered budget periods. To edit budget information:

1. Select the link for the period to view or edit (e.g., Period 2 link).

Application Information @

PHS 398 Modular Budget - Period 1

View Burden Statement

2. Select the Edit button to edit the information.
3. Update the budget information as necessary.

4. To save the entered information, select the Save and Keep Lock button to keep
the form open for further editing -or- select the Save and Release Lock button to
close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of the
entered information onto the form.

6.20.4 Deleting a Budget Period

With Edit Budget authority, an ASSIST user may remove entire budget periods from a
component. To delete an entire budget period:

1. Select the link for the period being removed (e.g., Period 3 link)

Application Information @

PHS 398 Modular Budget - Period 1

View Burden Statement

2. Select the Edit button to enable editing.
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3. Click the Remove Budget Period button.

7 )

A confirmation window displays.

4. Select the Continue button to confirm the deletion request.

NOTE: Selecting the Go Back button returns the budget period form without
deleting it.

The Modular Budget tab information displays, with the link for the removed budget
gone. This information is now deleted. The deleted budget period is also removed
from the Cumulative Budget information.

1. Select the Continue button to confirm the deletion request.

NOTE: Selecting the Go Back button returns the budget period form without
deleting it.

The PHS Additional Indirect Costs tab information displays, with the link for the
removed budget gone. This information is now deleted. The deleted budget period
is also removed from the Cumulative Budget information.

6.20.5 Removing the Entire Additional Indirect Costs Form

The Modular Budget form is an optional form which can be removed if it is not
needed for the application. With Edit Budget authority, an ASSIST user may remove
the form from the application.

To remove the form:

1. Click the Remove Form button while within the PHS Modular Budget form.

Save and Keep Lock Save and Release Lock ock | Remove Budget Period

A confirmation window displays.

2. Select the Continue button to confirm the removal of the entire form. Select
the Go Back button to return to the budget period form without removing it.
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IMPORTANT: Removing the form deletes the form and all its contents from
the application. This action cannot be reversed.

6.20.6 Viewing the Cumulative Budget

To view the cumulative budget of multiple budget periods, select the Cumulative link.

Application Information @

Summary  RER Cover  Cover Page Other Sites SriKey Research
Supplemant Project Perion Plan
Infarmation Profile

PHS 398 Modular Budget - Period 2
PHS 398 Modular Budget v1.2 @

View Burden Statement

The PHS 398 Modular Budget - Cumulative Budget displays as read-only. If you need to
make changes to the budget, make changes at the individual budget period level.

Application Information @

Summary  REBR Cover  Cover Page Other Sites Selkey e Research
Supplement Project Persan Budget Plan
Information Frofile

Perigd 1 Period 2 Cumilative

PHS 398 Modular Budget - Cumulative Budget @

Total Costs, Entire Project Period

6.21 PHS Fellowship Supplement

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-H, which must be used for applications
with due dates on or after January 25, 2023 (see guide notice NOT-OD-22-195. Also see
the annotated form set and summary of changes for Forms-H.) For due dates on or before
January 24, 2023, use FORMS-G.
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6.21.0.1 New in Forms-H

» Added new “13. Other Plan(s)” attachment in the Other Training Program Section.
Although NIH Data Sharing Policies are not applicable to institutional training
applications, the attachment was added for potential future use with other plans.
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6.21.1 For guidance on completing the form in ASSIST, refer to the steps
below.
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1. Click the Edit button to enable the form for editing.
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Forms

Application Information @

Summary | RBRCover | Othar Sitas srivey [l Human  msigneent
Project Person  [maaiintll subjectsand  Request
Information Profile Climical Trials Form

PHS Fellowship Supplemental Form _ owa)
PHS Fellowship Supplemental v7.0 @ N

Burden Statement Expand All

1. Introduction to Wiew Attachment
Application
{for Resubrsinion

applications)

WSHIP APPLICANT SEC

* 1. Applicant’s Background
and Goals for Fellowship
Training

Tew Attachment

* 3. Specific Aims

ew Attachment

* 4. Research Strategy WView Attachment

* 5, Respective Contributions View Attachenent
* &. Selecticn of Sponser and
Institution
7. Progress Report
Publication List

(fer Renewal applications)

ew Attachment

Tew Attachment

* B. Training in the
Responsible Conduct of
Research

Yew Attachment

SPONSOR(S), COL

RATOR{S) AR

%. Sponsor and Co-Sponsor View Attachment
Statements
10, Letters of Support from
Collaborators,
Contributors and
Consultants

ew Attachment

INSTITUT

HG SECTION

11. Deseription of v
Institutional
Environment and

ew Attachment

Commitment to Training

12. Description of
Candidate's Contribution

w Attachment

to Pregram Goals

OTHER RES

CH TRAINING PLAH SECTION

Vertebrate Animals

The following item is taken from the Research & Related Other Project Information form and repeated here for your reference. Ay change to this item must be made on the
Research & Related Other Project Information form.

* Arg Vertebrate Animals used? © Ye: © Mo
13. Are vertebrate animals O Yer 0 Mo
euthanized?
If “Yes"™ to euthanasia
Is method consistent with  © Yes o No
Amarican Veterinary
Medical Asseciation
(AVMA) guidelines?
I “Hig™ to AVMA
guidelings, describe
method and provide
scientific justification

14, Vertebrate Animals Wiew Attachment

Other Research Training Plan Infermation

15. Select Agent Research Wiew Attachment

16. Resource Sharing Plan View Attachment

17. Other Plan(z) WView Attachment

18. Authentication of Key View Attachment
Bislogical and/ar

Chemical Resources

2023
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Application Information @

Summary  RER Caver Other Sites

Praject
Information

Srikey
Perien
Profile

PHS Fellowship Supplemental Form
PHS Fellowship Supplemental v7.0 @

— m

1. Introduction to
Application

(for Resibmission

spplications)

* 2. Applicant's Background
and Goals for Fellowship
Training

* 3. Specific Aims

* 4, Research Strategy

* 5, Respective Contributions

* &, Selection of Sponsor and
Institution
7. Progress Report
Publication List

(for Renreal application)

* 8, Training in the
Responsible Conduct of
Resvearch

9. Sponsor and Co-Sponser
Statements
10. Letters of Support from
Collaborators,
Contributors and
Censultants

11. Deseription of
Institutional
Environment and
Commitment to Training

12. Description of
Candidate’s Contribution
to Program Goals

H TRAININ

Vertebrate Animals

13. Are vertebrate animals Yes Ha
euthanized?

If “Yes" to euthanasia

Is methed consistent with Yes L]
Arerican Veterinary

Medical Association

(AVMA) guidelines?

If Mo to AVMA

guidelines, describe

method and provide

scientific justification

14. Vertebrate Animals

Other Research Training Plan Information

15. Select Agent Research

16. Resource Sharing Plan

Forms

=

. Other Plan(s)

=

. Authentication of Key
Biological and/or

Chemical Resources

Fellowship .

% Human Assignment
‘Subjects and Request
Clinical Trials Form

Expand All

schment  Delete Att View Attachment

Adkd Attachmment

tachment Attachment

ichment  View Attachment

e A chirent View AtLachment

chiment  View Attachment

tachment Vie

Attachment

Dele ichment Altac
Add Attachment Delete Attachment View Attachment
Add Attachment ESEESICHETS T Attachmment

tachment RS

Add Attachm

Attachment

“ Are Vertebrate Animals used? Yes Mo

mient View Atachment

Add Attachment Delete

achment  View Attachment

Add Attachment Delets Attachment LLLETS T

Add Attachment Delate Attachment

Add Attachment L ment

Attachment

ALLAchme

The following item is taken from the Research f Related Other Project Infermation form and repeated here for your reference. Ay change to this (tem must be made on the
Research & Related Other Praject Infarmation foem
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2. Provide the required information for each section. This information may be in the
form of attachments, selected radio buttons, or text. Required fields are marked with
asterisks (*).

Tip: For assistance with attachments, please refer to the topic titted Manage
Attachments.

3. To save the entered information, click the Save and Keep Lock button to keep the
form open for further editing -or- click the Save and Release Lock button to close
the form after saving.

NOTE: Clicking the Cancel and Release Lock button, followed by the Continue
button on the confirmation pop-up, will return the form to read-only and no
information will be saved to the form.

6.22 PHS Assignment Request Form

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-H, which must be used for applications
with due dates on or after January 25, 2023 (see guide notice NOT-OD-22-195. Also see
the annotated form set and summary of changes for Forms-H.) For due dates on or before
January 24, 2023, use FORMS-G.

6.22.1 Steps for Filling out the Form
The PHS Assignment Request form is used for capturing assignment requests.

This form replaces certain information from the application cover letter attachment, and
should be used to:

e request an assignment to an institute/center for funding consideration

e request an assignment to a specific study section for initial peer review

« identify individuals who may not be appropriate to review their application
« identify scientific areas of expertise needed to review the application

This form is only visible to receipt and referral staff and scientific review officers, who may
need to act on the information.

For guidance on completing the form in ASSIST, refer to the steps below.
6.22.2 Adding an Assignment Request Form

To add an Assignment Request form:
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1. Select the Add Optional Form button from the Actions navigation panel.

The Add Optional Form pop-up window opens for selecting the form to be added.
From the drop-down menu, select the Assignment Request form and click on the
Submit button. The Assignment Request Form displays.

plication Infarmation
sctions @
4 Hide Havigation
] Application Information @
. | =d
RER C r otk
H “  mey Add Optional Form
Indare
Select the form you wish to add “ Assignment Request Form v"
| Application Int - m
COPY APPLICATION
DELETE APPLICATION
IMIVERSITY OF CALIFORNIA, SAMN DIEGO
20X2-10-07 03:53:18.000 PM EDT
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Click the Edit button to complete the form.

Application Information @

Summary | RBRCover  Other Sitas I SN Assignment
Project Person  Supplement ""‘"‘ ]
Information Profile -

PHS Assignment Request Form
PHS Assignment Request Form v3.0 @

Opportunity Humber: Pa-B1-013

Opportunity Title: TEST FOA with FORM E and F F32

#warding Component Assignment Suggestions (optional)

i {e.g., NCI' for

nt suggestions can

= appropriate short abbrey
tons will be considered; how not all as

HIH I

If yoii have & Sug thon Tor an awarding companent (e,

Hatior

| Cancer Insk

e} and enter 1t below in the &

pred.

o6 aboiat Awvarding Companent can be found here: RILES S/ erants nih, sov / erants) phs assienment infermation. htms dwa rdineCompenents

g

Suggeited Awarding Companents:

Study Section Assignment Suggestions (optional)

ignment, use the link below udy section in the boxes for

tion for a

ong can be

= HIH Cancer
sakics.
_hittps: / ferants. nih, eov/ erants/ phe_assignment_information. him&EStudvSection

nformation about Study Sections can be found her

Suggested Study Sections:

Ench enery is limited to 20 chavaceers

1500 charocters

Rationale for as

ignment suggestions (cptional)

pd to 1000 characters

List individuals wheo should not review your application and why (aptional) Entry

Identify scientific areas of expertize needed to review your application (eptional)

of Individuals

Mot + Do not prosvic

Expertise:

4 1o 40 chaveetors

Each entey i
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Application Information @

Summary | RGRCaver  Other Sites Srikey | Fellowship el
Preject Person  Supplement ";"“"'
Information Profile -

PHS Assignment Request Form
PHS Assignment Request Form v3.0 @

Ed
Oppertunity Humber: PA-B1-013
Opportunity Title: TEST FOA with FORM E and F F22

Awarding Component Assignment Suggestions {optional)

Information about Awarding Component can be found here: htfes ! /eoants.nih, e/ erants/ phe_issienment_information, himemward panents

Suggested Awarding Components:

Study Section

gnment Suggestion: (optional)

icer Mole Dathy dy section, or "TRG1HDME" if you wish to s grmenit to the NIH
Information abe adly 5 15 can be found here: fity granits. nih, gor grants) s assignment_information himeStudySection
Suggested Study Sections:
Each satry is timined 1o 20 charserers
Rationale for assignment suggestions (eptional) ; tig a
i
Lizst individuals whe should not review your application and why (optional) Entry i limited bo 1000 character

1

Identify scientific areas of expertise needed to review your application {optional)

Expertise

Each entry is |

Save and keep Lock Save and Release Lock [l Cancel and Release Lock

1. Complete the required fields and any other appropriate information. Required fields
are marked with an asterisk (*).
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2. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select the
Save and Keep Lock options.
b. To save the information and close the form, select the Save and Release
Lock button.
c. Todelete the form and return to the original application, select the Remove
Form button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of the
entered information onto the form.

6.22.3 Viewing and Editing the Assignment Request Form
To view and/or edit an assignment request form:

Once the Save and Release Lock button has been clicked, the details of the form are
displayed as read-only.

To further modify the form, select the Edit button.
6.23 SBIR/STTR Information

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-H, which must be used for applications
with due dates on or after January 25, 2023 (see guide notice NOT-OD-22-195. Also see
the annotated form set and summary of changes for Forms-H.) For due dates on or before
January 24, 2023, use FORMS-G.

6.23.1 For guidance on completing the form in ASSIST, refer to the steps
below.

1. Select the Edit button to enable the form for editing.
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Application Information @

Summary RER Cover Cover Page Other Sites Srikey RE&R Budget Research I:?IRIS'I'I'R
Supplement Project Person Plan
Information Profile
SBIR/STTR Information BB UTHIEER <AL

Expiration Date: 12/31/2022

SBIR STTR Information v3.0 @

Edit * Required field(s)

000

Q000000

o
o

o0

Q0O

Q0

* Apency to which you are applying (select only one)

O DOE

O HHS

O usba

O Other:

* SBC Control 1D (This @ digit code is obtained from the Small Business Administration)

* Program Type (select only one)

SBIR

STTR

Both (See agency-specific instructions to determine whether a particular agency allows a single submission for both SBIR and
STTR)

* Application Type (select anly one)

Phase |

Phase Il

Fast-Track

Direct Phase Il

Phase IlA

Phase 1IB

Commercialization Readiness Program (See agency-specific instructions to determine application type participation.)

Phase | Letter of Intent
Mumber:

Agency Topic/Subtopic:

Questions 1-8 must be completed by all SBIR and STTR Applicants:

Yes * 1a. Do you certify that at the time of award your organization will meet the eligibility criteria for a small business as defined in
Ho the funding opportunity announcement?

* 1b. Anticipated Number of personnel to be employed at your organization at the time of award.

Yes * 1c. Is your small business majority owned by venture capital operating companies, hedge funds, or private equity firms?
Ho

Yes * 1d. Is your small business a Faculty or Student-Owned entity?

HNo

Yes * 2. Does this application include subcontracts with Federal laboratories or any other Federal Government agencies?
Ho

* |f yes, insert names of the Federal Laboratories/agencies:
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() Yes* 3. Areyou located in a HUBZone? To find out if your business is in a HUBZone, use the mapping utility provided by the Small
) No Business Administration at its web site: http:/ f/wwwsba. gov

2 Yes * 4,  Will all research and development on the project be performed in its entirety in the United States?

2 Ne If no, provide an explanation in an attached file.

* Explanation |:| Add Attachment  Delete Attachment  View Attachment

() Yes * 5. Has the applicant and/or Program Director/Principal Investigator submitted proposals for essentially equivalent work under
' Mo other Federal pregram solicitations or received other Federal awards for essentially equivalent work?

* If yes, insert names of the Federal Laboratories/agencies:
() Yes * 6. Disclosure Permission Statement: If this application does not result in an award, is the Government permitted to disclose the
2 No title of your proposed project, and the name, address, telephone number and email address of the official signing for the

applicant orgamization to state-level economic development organizations that may be interested in contacting you for
further information {e.g., possible collaborations, investment)?

¥Yes * 7. Does the application include a request of SBIR or 5TTR funds for Technical and Business Assistance (TABA)? If yes, please follow
Ho the agency specific instructions to provide the budget request and justification. (Please answer no if you plan to use the
apency TABA vendor, which does not require you to include a request for TABA funds in your application. )

o0

* 8. Commercialization Plan: The following applications require a Commercialization Plan: Phase | (DOE only), Phase |1 (all
agencies), Phase |/l Fast-Track (all agencies). Include a Commercialization Plan in accordance with the agency announcement
and/or agency-specific instructions.

* Attach File: |:| PR el Delete Attachment  View Attachment

SBIR-5pecific Questions:

Questions 2 and 10 apply only to SBIR gpplications. If yvou are submitting ONLY an STTR application, leave questians 9 and 10 blank and
proceed to question 11.

O Yes *9. Have you received SBIR Phase Il awards from the Federal Government? If yes, provide a company commercialization history in
) Ho accordance with agency-specific instructions using this attachment.

* Attach File: |:| Add Attachment  Delete Attachment  \iew Attachment

O Yes * 10. Will the Project Director/Principal Investigator have his/her primary employment with the small business at the time of
) Ho award?

STTR-Specific Questions:
Questions 11 - 13 apply only to STTR aoplications. If you are submitting ONLY an SBIR application, leave questians 11 - 13 blank.

O Yes * 11. Please indicate whether the answer to BOTH of the fellowing questions is TRUE:

2 Ne (1) Does the Project Director/Principal Investigator have a formal appointment or commitment either with the small business
directly {(as an employee or a contractor) OR as an employee of the Research Institution, which in turm has made a
commitment to the small business through the STTR application process; AND
{2} Will the Project Director/Principal Investigator devote at least 10% effort to the proposed project?

(2 Yes * 12. In the joint research and development propesed in this project, does the small business perform at least 40% of the work and
2 Ho the research institution named in the application perform at least 30% of the work?

* 13. Provide UEI of non-profit research partner for STTR.

Save and Keep Lock Save and Release Lock Cancel and Release Lock
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The form reopens and is now editable.

Complete the required fields for each section. Required fields are marked with asterisks
(*).

Some questions are specific to either SBIR or STTR applications. This is indicated on the
screen.

Tip: For assistance with attachments, please refer to the topic titted Manage
Attachments.

To save the entered information, select the Save and Keep Lock button to keep the form
open for further editing -or- select the Save and Release Lock button to close the form
after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of the
entered information onto the form.

6.24 Form and Field Level Validations

ASSIST component forms include validation features at the field level created to identify
formatting errors or missing required data well in advance of the submission process.
These checks are performed when information is first entered into a field or when the
component form is saved.

NOTE: This topic discusses the validations for improperly formatted data and missing
required data. This topic does not discuss validating the entire application for submission.
Refer to the help topic titled Validating the Application for information on submission
validation.

6.24.1 Field Data Format Validations

Many component forms contain fields requiring certain types of data (e.g., numeric data in
salary fields). ASSIST features field level validation on many form fields to ensure that
they information being entered is in the proper format. In these specific fields, ASSIST
validates the data upon entry (or after moving the cursor from the field) and immediately
displays a pop-alert indicating that the format is not as expected.
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( m—rm )

When this occurs, read the error message and select the OK button. The field containing
the error remains red - and cannot be navigated away from - until the erroneous data is
fixed or cleared out.

6.24.2 Required Field Validations

Many of the component forms in ASSIST include fields requesting required information
that must exist before the application can be submitted. Required fields are marked with a
red asterisk (*). Although the information in these fields is required for submission,
component forms can be saved without this information. This is useful when not all the
required information is known at the time a form is started. A component form can be
started, saved, and completed later when the information is known.

When saving a form with missing required fields, a notice displays indicating that data
entry errors were found and providing the options to Continue saving the form as-is or to
Return to correct errors.

I Project Performance Site updates saved but errors exist...
[k The Canerscianal MHckeiet morck ha e

& Stre

He  Seat

Project/Performance Site Location(s)
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To aid in the identification of incomplete forms, ASSIST employs a missing information
icon - a red exclamation point (!) - on the summary page of incomplete component forms.
The icon indicates the section or field with missing data. If the icon is seen on the
summary page, simply edit the appropriate section of the form and provide the required
information before saving again.

NOTE: Not all forms contain summary pages.

Summary RER Cover | Cover Page Other Srikey HER Budget KER Research
Supplement Project Person Subaward Plan
Information Profile Budget

Primary Performance Site

Organization Hame DUMNS Address Acton

[ Edit ] View |

Project/Performance Site Location(s) [ addsite ]

Entry # Organization Hame DUHS Addres:

5 Action
j [ Edit | Remove J§ View |

NOTE: Missing required information can also be identified by performing a component
validation. Refer to the help topic titled Validating an Individual Component.

6.25 Add Optional Forms

Depending on the funding opportunity, optional forms may exist for both single- and multi-
project applications. You can add optional forms using the Add Optional Form feature.
Only the optional forms available for the specific funding opportunity can be added.

6.25.1 Optional Forms for Single Project Applications
To add optional forms to a single-project application:
1. Select the Add Optional Form button from the Actions navigation panel.

A pop-up window opens for selecting the form to be added.
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Search for Applications > Application Information

Add Optional Form

Select the form you wish to add | Selact Form W

| Application Inform:

2. Choose a form from the drop-down list and select the Submit button to add the form
to the component.

NOTE: Selecting the Cancel button closes the window without added the form to
the component.

3. Select the tab of the corresponding form to enter information on the form.

6.25.2 Optional Forms For Multi-Project Applications
To add optional forms to a multi-project application:

1. Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

2. From the Application Information page expand the appropriate component from the
Component Type section.

3. Select a component type to display the Component Information.
The Component Information page opens for the component.

4. Select the Add Optional Form button from the Actions navigation panel.

A pop-up window opens for selecting the form to be added.
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Add Optional Form

Application Inform:

Select the form you wish to add | salect Form =

]

2023 NIH. All

Rights Reserved.

Screen Rendered: 06/12/202 128:26 EDT | Screen Id: ASSISTOO3E @3693

5. Choose a form from the drop-down list.

6. Select the Submit button to add the form to the component.

NOTE: Selecting the Cancel button closes the window without added the form to
the component.

7. Select the tab of the corresponding form to enter information on the form.
See Also

o Edit Overall Component Forms

» Edit Additional Component Type Forms

6.26 Change Component Order
IMPORTANT: This topic is applicable only to multi-project applications.

The Change Component Order screen is used to set the order in which your components
appear in the submitted application (i.e., the PDF version) for each particular component
type. For example, if your application contains four components of the component type
Research, you can re-arrange those four components into any order you wish. The
component order can be changed for components in the status of Work in Progress,
Complete, or Final.
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» Change Component Order

retions @ Change Component Order @
RETURN TO APPLICATION Tip:
MAMAGE ACCESS

ADD OPTIOMAL FORM

Choose Companent - Select

ADD HEW COMPONENT
DISPLAY COMPONENT STATUS
CHANGE COMPONENT ORDER

VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

COPY APPLICATION

DELETE APPLICATION

Component Type

+ Crverall

+ Career-Dev

¥ Training

NOTE: Although components within a particular component type can be re-ordered, you
cannot re-arrange the order of component types.

Access the Change Component Order screen by selecting the Change Component
Order button on the Actions panel. Once the screen is opened, follow the steps below to
update the order of components of a particular component type:

1. Select a component type from the Select Component Type drop-down list and click
the Select button. The component types displayed in the list depend on your
application's opportunity number.
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» Change Component Order

Actions @ Change Component Order @

RETURN TD APPLICATION Tip:

MAHAGE ACCESS

ADD OPTIONAL FORM

ADD MEW COMPONENT rlect ent Type — Choose Component — [ ]

DISPLAY COMPONENT STATUS

CHAHGE COMPONENT ORDER

WIEW STATUS HISTORY

The screen updates to display the current Order, Component, Project Title, and
Project Lead for each component of the selected component type. Components
display in the order in which they were added to the application until they are re-
ordered using this feature. Once components have been re-ordered, they will
display in the current (i.e., updated) order.

» Change Component Order

Actions @ Change Component Order @

RETURN TO APPLICATION Tip:

MANAGE ACCESS
ADD OPTIOMAL FORM
ADD NEW COMPONENT et ponent Ty Research L

HSPLAY COMPONENT STATUS

Order Component Project Title Project Lead
546-Research (Research 1) T mple of my 1st Research WHITMAN, WALT
oject.

d example of a Research AUSTEM, JANE

CHAHGE COMPONENT ORDER

VIEW STATUS HISTORY

Research |
UPDATE SUBMISSION STATUS
Research ] Research LEE, HARPER
4 B93-R rch (F 4] Research SHAKESPEARE, WILLIAM
COPY APPLICATION
OELETE APPLCATION _—T— [ Grcol |

Component Type

+ Owerall

+ Carser-Dev

— Research
S4b-Fesearch

2. Use the text box in the Order column for each component being re-ordered to enter
an order value. Make sure to enter a unique value in each Order field. You will
receive an error if you attempt to save the order of components with duplicate order
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values.

You may use decimal numbers (up to 2 places) and negative numbers to avoid re-
numbering every component. For example, to re-order a particular component to
appear between the first and second components, enter that component Order as
1.5.

After updating the values, you can use the Refresh button to display the
components in the updated order. Refreshing the displayed order does not save the
order and you can always use the Cancel button to abort the action, even after
refreshing the screen.

Change Component Order @

"[‘:I E:I:

B soec

Component Project Title Project Lead

)

3. When satisfied with the component order, select the Save button to save your
results and return to the Application Information screen.
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Change Component Order @

Tip:
To change components order, enter a numerical value in the Order field.

Select Component Type Besearch Em

Order Component Project Title Project Lead

1 5d6-Research (Research 1) This is a sample of my 15t Ressarch WHITMAN, WALT
Component Type project.

1 169-Research (Research 3) This is a sample of my 3rd Research AUSTEN, JANE
Component Type project.

3 199-Research (Research 2) This is my 2nd example of a Ressarch LEE, HARFER
component type projeck.

4 B93-Research (Research 4) This is my 4th sample of a Research SHAKESPEARE, WILLLAM

f.nr.upur.rnt Type project

C - ) o e

You can see your changes reflected in the Component Type panel.

Component Type

e Caneoe Do

~

— Research

Sd4b-Research
(Research 1)

169-Research
(Research 3)

+ Training

See Also

» Actions
» Application Information

+ Component Information
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6.27 Delete a Component
IMPORTANT: This topic is applicable only to multi-project applications.

If you are the Signing Official, Administrative Official, or the PI of the lead organization -
and/or- you have Entire Application Editor privilege, you have access to the Delete
Component feature in ASSIST. The Delete Component features allows you to
permanently delete individual components of any status from the application.

IMPORTANT: Deleting components is a permanent action. Once deleted, a component
cannot be accessed, retrieved, or viewed. There is no way to recover the component.

NOTE: ASSIST also has a Delete Application feature for deleting an entire application.
Individual components do not need to be deleted first when deleting the entire application.
Refer to the topic titled Delete the Application for steps on deleting entire applications.

To delete a component:
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1. Open the Summary tab of the component you wish to delete.
2. From the Actions panel, select the Delete Component button.

' L)

Actions

RETURH TO APPLICATION
MAHAGE ACCESS

ADD OPTIOHAL FORM

ADD HEW COMPOMENT
DISPLAY COMPOMENT STATUS
CHANGE COMPONENT ORDER

PREVIEW CURRENT COMPORENT
VALIDATE COMPONENT
WIEW STATUS HISTORY

UPDATE COMPONENT STATUS

C DELETE COMPONENT )

COPY APPLICATION

DELETE APPLICATION

Component Type

+ Cherall

Core

Sumemany

» Componant Information

REBR Cover | Cover Page Sites Srikey R&R Budget RE&R Research
Supplement |  Project Person Subaward Plan
Information Profile Budget
&= Component Information
94%-Core

& | Application Information

Sample Short Mame  [Update Short Hame)
Core

Pride & Prejudice and the Human Psyche
AUSTEN, JANE

Sample Organization

2013-03-29 09:39:17.000 AM EDT

]
Pib-00-000

Crime & Punishment and the Effects on Mental
Health

DOSTOEVSKY, FYODOR

UHIVERSITY

2012-11-05 03:14:53.000 PM EST

A confirmation message displays as follows: You are about to delete this
component. Once this component has been deleted you will no longer be able to
retrieve or view it. Do you wish to continue with the delete?
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2N

‘ Continue ' Co Back

3. Select the appropriate action:

You may cancel the action at this point by selecting the Go Back button. If you
choose Go Back, the delete process ends, you return to the summary tab
from which you began, and the following steps are no longer applicable.

—OR-—
To continue with the deletion, select the Continue button.

Upon continuing, a second confirmation displays as follows: Selecting Continue will
remove this component permanently from the application.

4. This warning provides a final means of aborting the deletion. Carefully select the
appropriate action:

To stop the deletion process, select the Go Back button. If you choose Go
Back, the delete process ends, you return to the summary tab from which you
began, and the following steps are no longer applicable.

—OR-

To confirm the action and permanently delete the component from the
application, select the Continue button. Remember that this action is
irreversible. Once the component is deleted, you cannot retrieve it.
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NOTE: You cannot delete a component if one or more of its forms are locked by yourself
or another ASSIST user. If a form is locked, you will see the following error on your screen
after continuing from the second confirmation screen:

The component cannot be deleted as the following form(s) are currently locked by <User
ID> in: <application ID>: <locked form>

The Application Information screen displays with the message Component successfully
deleted. You will also notice that the component has been removed from the left-side
panel of Component Types.

sctions @ Application Information @

MANAGE ACCESS

S Application Informa ICIUmBE 2 return 1 I
DISPLAY COMPOMENT STATUS lo Component Successfully deleted D
SPLAY COMPONENT STATUS
o

CHANGE COMPONENT ORDER

PREVIEW APPLICATION

VALIDATE APPLICATION B Apphcauon Informatlon

VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS A t Crime & Punishment and the Effects on Mental
{ealth
DSTOEVSKY, FYODOR
COPY APPLICATION UHIVERSITY

When a component is deleted from an application, the Application Status History reflects
this action. The Status in the history show as Abandoned. The Status Comment will
indicate that the component was deleted by displaying the following Component ID: <ID
number> Deleted, along with the name of the ASSIST user who performed the deletion.

= Wiew Application Status History
jm—

Actions @ Application Status History @

RETURN TO APPLICATION INFO

Status Date = Crabus Statuz Commeant Statuz Type Update Uzar

DISPLAY COMPONENT STATUS

( VIEW STATUS HISTORY _) (:':: OF 12:00:57 PM  Abandoned Component Id : 949 om ) JOVCE
ADD MEW COMPOMEMT - -
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7 Application Submission Status Workflow for Multi-Project
Applications

IMPORTANT: This topic is applicable only to multi-project applications.

As your multi-project application evolves, its status is updated to reflect the current stage
in the submission process. This may be a manual status update or an automatic update
performed by ASSIST (i.e., system-generated).

The following provides a definition of the various status levels of an application.
Work in Progress: Allows editing of an application

All Components Final: Indicates that all components are in a status of Final (if not
Abandoned); also indicates that the application is ready for the Validate Application
process

All Components Validated: System-generated status set when the Validate
Application process runs error-free

Ready for Submission: Manual status which should be set after all internal
reviews have taken place

Submitted: System-generated status set after submitting the application to
Grants.gov

Submission Errors: System-generated status indicating that the validation
process returned errors

Abandoned: Manual status applied to indicate that the application is no longer
being worked on

NOTE: The ability to update an application's status is dependent on the status of its
components. If an application's components are not in the proper status, certain
application status updates cannot be made. Refer to the table in the Update Application
Submission Status topic for the valid conditions for updating the application status.

The figure below provides a general overview of the typical flow of an application from
Work in Progress to Ready for Submission status.
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ASSIST Application Submission Status Workflow

o ﬁUMberl-l _
-

1. Component Status is
“Work In Progress” Repeat for each ind. Component
2b. Mark Component “Complete”
and bad/trash component
“Abandoned” Repeat as necessary
. "y

3. Mark Component “Final”

4. Application: Update Submission
Status to “All Components Final”

6. Application status changes to

Error-Free
! “All Components Validated”

k.

5. Validate entire Application

Contains |errors

5a. Application: Update Submission
itatus to “Work in Progress”

5b. Change ermored Component 6c. Make necessary corrections to
Status to “Work In Progress” applications and Validate

See Also

» Display Component Status

Update Application Submission Status
Update Component Status

View Application Status History

View Component Status History

7.1 Display Component Status

Selecting the Display Component Status button from the Actions panel opens the Status
Summary. This screen displays a status summary of the entire application and its
components.

IMPORTANT: This topic is only applicable to multi-project applications.

The information on the screen is as follows:

e Component ID (for individual components only)

o Status
e Next Steps
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The Next Steps gives a description of what type(s) of status update can be performed
against the component in its current status.

» Status Summary

Application Status @

o To update a status start by selecting the Update Submission Status button in the left column from:
« Ay Farm in an Appbicatian for the Application

« Component Summary for a Component

Status MHext Step

Waork in Progress Update status to All Components Final once all components are in & Final or Abandoned
status

Component Statuses

Componant ID Sotabus Hext Steps
| ! F t vy be updated to

See Also

» Application Submission Status Workflow for Multi-Project Applications

Update Component Status

Update Application Submission Status

View Application Status History

View Component Status History

7.2 Update Component Status

IMPORTANT: This topic is only applicable to multi-project applications.

ASSIST users with the appropriate privilege may update the status of an individual
component of a multi-project application when necessary as follows:
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Table 1: Valid Component Status Changes

Complete

Abandoned*

Work in Progress Final

*Note: An Overall
component cannot be

abandoned

Final
Complete

Work in Progress
Final Work in Progress
Abandoned Work in Progress

NOTE: In order for an application to be submitted, at least one component of the
application must be marked as Final. All other components must be in Final or
Abandoned status.

To update the status of a component:

1. Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

2. From the Application Information page expand the Overall or other component type
from the Component Type section of the navigation panel to display the list of
components within the section.

3. Selecta component.

4. Click the Update Component Status button.

The Update Status window opens.
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Admin-Core

l RER Budget Research
Plar

' Application Information

5. Select the appropriate status from the Select the new status drop-down list.

6. Complete the status update:
a. Entera commentin the provided text box.

b. Selectthe Add comment button.
-OR-

c. Select the link titled or continue without adding a comment to update the
status without entering a comment in the provided text box.

A notification of the change in status is sent to the appropriate individual(s). The
application status is changed to the selected status.

NOTE: When marking a component as Final, ASSIST validates if any senior/key persons
with a bio-sketch exist on another component marked as Final. Only one bio-sketch may
exist per senior/key person on an application. Refer to the help topic titled Verify
Senior/Key Personnel for information on this topic.
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7.3 Component Status History

IMPORTANT: This topic is only applicable to multi-project applications.

From the Component Information page, select the View Status History button to display

the Component Status History page.

v Cormparant Infaramption

CHANGE COMPONENT ORDER
PREVIEW CURRENT COMPOMNENT
VALIDATE COMPOMENT

t VIEW STATUS HISTORY I

UPDATE COMPONENT STATUS

DELETE COMPOMENT
COPY APPLICATION

e =| Opportunity Information:

Opportunity Bumber:
Component Type

+ Owverall

+ Core

Actions o CD]"E'
RETURN TO APPLICATION EELSl  RaR Cover || Cover Page|  Other Sites Sr/ikey || RAR Budget RER Research
Supplement|  Project Person Subaward Plan
MAMAGE ACCESS Information Profile Budget

ADD OPTIONAL FORM

At AT 2 & Component Information
DISPLAY COMPONENT STATUS —_

249%-Core

Sample Short Hame  [Update Short Hame]
Pride & Prejudice and the Human Psyche
AUSTEN, JANE

Sample Organization

2013-03-2% 09:3%:17.000 AM EDT

TEG
PA-00-000

Crime & Punishment and the Effects on Meantal
Health

DOSTOEVEKY, FrODOR

UNIVERSITY

2012-11-05 03:14:53.000 PM EST

The Component Status History page displays the following information for each status

change made to the component:

¢ Status Date

This is the time and date on which the status of the component was updated.
Updates to the status are performed using the Update Component Status button

for the specific component.
e Status

This field displays the status of the component.
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e Status Comment
This field displays comments regarding the component status update. Comments
are optional when updating the status; therefore, this field may be blank.

e Update User
This field indicates by whom the status was updated. It may display the system
name (ASSIST) or the actual user who updated the application (Last Name, First
Name).

Core Component Status History %

Shatus Date - Status Status Comment Update User

See Also

» View Application Status History

7.4 Update Application Submission Status
To update the submission status of the application:

1. Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

2. From the Application Information page select the Update Submission Status
button from the Action list.

The Update Status window opens.
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Application Information

|_4dd comment il Cancel

3. Select the appropriate status from the Select the new status drop-down list.

4. Complete the status update:
a. Enter acommentin the provided text box.

b. Selectthe Add comment button.
-OR-

c. Select the link titled or continue without adding a comment to update the
status without entering a comment in the provided text box.

A notification of the change in status is sent to the appropriate individual(s). The
application status is changed to the selected status.

7.4.1 Multi-Project Application Status Flow
The normal flow of status changes for a submitted multi-project application is as follows:

Work in Progress >> All Components Final >> All Components Validated >> Ready for
Submission >> Submitted

The table below lists the valid application status changes and conditions.
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Table 2: Valid Application Status Changes for Multi-project Applications

Current Status Valid Status Change Special Conditions

At least one
component, including
the Overall, must be
marked as Final;

Work in Progress All Components Final
All components must
be marked as either
Final or Abandoned
Work in Progress Abandoned
All Components Final Work in Progress
All Components Final Abandoned

This status is set by
ASSIST once an
application in All
Components Final
status passes
validations.

All Components Final All Components Validated

All Components Validated Ready for Submission

All Components Validated Work in Progress
All Components Validated Abandoned
Ready for Submission Work in Progress
Ready for Submission Abandoned
Agency status is
Submitted Work in Progress Pending Verification
or Refused
Submission Errors Work in Progress
Abandoned Work in Progress

Refer to the help topic titled Update Component Status for information on updating the
status of individual components.
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7.4.2 Single-Project Application Status Flow
The normal flow of status changes for a submitted single-project application is as follows:
Work in Progress >> Ready for Submission >> Submitted

The table below lists the valid application status changes and conditions.

Table 3: Valid Application Status Changes for Single-project Applications

Current Status Valid Status Change Special Conditions
Work in Progress Abandoned
Work in Progress Ready for Submission
Ready for Submission Work in Progress
Ready for Submission Abandoned
Agency status is
Submitted Work in Progress Pending Verification
or Refused
Submission Errors Work in Progress
Abandoned Work in Progress

7.5 View Application Status History

From the Application Information page select the View Status History button to display
the Application Status History page.

IMPORTANT: You can access Application Information any time by selecting the
Return to Application Info button on the Actions panel.
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P Application Information @

MAHAGE ACCESS

ADD QPTIOMAL FORM
PREVIEW APPLICATION

e 5 Application Information

1 VIEW STATUS HISTORY ]

UPDATE SUBMISSION STATUS

Crime & Punishment and the Effects on Mental
Health

DOSTOEVSKY, FYODOR

WY APPLICATION UHIVERSITY

The Application Status History page displays the following information for each status
change to the application:

o Status Date
This is the time and date on which the status of the application was updated.
Updates to the status are performed using the Update Component Status button
for the specific component.

o Status
This field displays the status of the application. Depending on the type of status
update, this field may display the submission status, Grants.gov processing status,
or Agency status.

e Status Comment
This field displays comments regarding the status update. Depending on the type of
status update, this field may display the comments entered upon submission or
Grants.gov error details when applicable.

o Status Type
This field displays the type of status update performed -ASSIST, Grants.gov, or
Agency.

¢ Update User
This field indicates by whom the status was updated. It may display the system
name (ASSIST) or the actual user who updated the application (Last Name, First
Name).
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Application Status History @

1 -4 of 4 records, Page 1 of 1

Status Dabe % Status = Status Comment = Stabus Types Update User =

2012-10-02 12:51:45 PM All Components Final Submission Joyes, James
Status

2012-10-02 12:52:07 PM All Components Valdated Validated with Mo Errors Submission Joyes, James
Status

2012-10-02 12:52:24 PM Ready far Submisshon Submission Joyes, James
Stabus

2012-10-02 12:53:12 PM Susbmd tted Submitted to Grants.gov  Submission Joyes, James
with Tracking Mum: Status

GRANTODZ3:456

See Also

» View Component Status History
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8 Generating a Preview of the Entire Application

With the appropriate privilege(s), ASSIST users may view, print, and/or locally save a
preview of the application image from the Preview Application screen.

From this screen, you may perform the following actions:

e Generate and view an initial image preview
» View a previously generated image preview
» Generate subsequent image preview(s)

The Preview Application screen is accessed by selecting the Preview Application button
on the Application Information page Actions panel.

Tip: Select the Return to Application button on the Actions panel to return to the
Application Information page.

8.1 Generating and Viewing the Initial Application Image

To generate an initial preview request:
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1. Select the Generate Preview button from the Preview Application screen.

Preview Application @

Tips:

Usar Status Date . Status Acton

Generate Preview

NOTE: If a preview request was generated prior to this request, information on that
preview will display in the table. Refer to the help topic titled Viewing a Previously
Generated Image for more information.

ASSIST queues the request for the preview. The table on the screen updates with
the requester information and the status of the request, which could be Waiting to
Process, Processing, Failed, and Preview Available.

While the request is processing, the Refresh Status button can be used to update
the status and to check on the progress of the request. When the request
processing is completed, the View button displays in the Action column.

2. Optional: Use the Refresh Status button to update the status and monitor the
progress until completed.
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* Praview Application

Preview Application @

Tips:

User Status Date O Status Action

Refresh Status

3. Select the View button to view the application image.

Privig ADplicatisn

Preview Application @

Tips:

User Status Date - Shatus A Hon

Wiew

The application image displays in a separate window. From here, you can review,
print, and/or save the image locally if needed.

4. Close the window displaying the PDF.

NOTE: Although unlikely, it is possible that another ASSIST user accessing the
application at the same time could generate a preview request for the application while
you are in the Generate Preview screen. If this occurs, you will see the following error
message when you attempt to select the Generate Preview button : A ‘Generate
Preview' request is pending for this application. You may generate another preview when
all pending requests have processed.
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8.2 Viewing a Previously Generated Image
To view an application image previously generated:
1. Open the Preview Application screen.

The screen displays information about the prior preview request. This includes the
User who submitted the request, the Status Date, the Status of the request, and
the View button in the Action column.

2. Select the View button to view the image.

Preview Application €

Tipa:

Urser Status Date St burs AcBon

Wiew

Generate Preview

The application image displays in a separate window. From here, you can review,
print, and/or save the image locally if needed.

3. Close the window displaying the PDF.

8.3 Requesting a New Application Image

Even if an image currently exists, a new preview can be generated. To request a new
preview:

1. Open the Preview Application screen.

The screen displays information about the prior request. This includes the User who
submitted the request, the Status Date, the Status of the request, and the View
button in the Action column.
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2. Optional: Select the View button to view the existing image.

3. Select Generate Preview button to generate the new request for an image.

Preview Application @

Tips:

User

Status Date -

Status

Action

ASSIST queues the request for the preview. The table on the screen updates with
the requester information and the status of the request, which could be Waiting to
Process, Processing, Failed, and Preview Available. This information is displayed

beneath the previous request.

v Privider AR iniea
Preview Application @

Tips:

Uzer

Refresh Status

Status

AcBon

While the request is processing, the Refresh Status button can be used to update
the status and to check on the progress of the request. When the request

processing is completed, the View button displays in the Action column. The new
image replaces the previously generated one.
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4. Select the View button to view the application image.

The application image will display in a separate window. From here, you can review,
print, and/or save the image locally if needed.

5. Close the window displaying the PDF.

NOTE: Although unlikely, it is possible that another ASSIST user accessing the
application at the same time could generate a preview request for the application while
you are in the Generate Preview screen. If this occurs, you will see the following error
message when you attempt to select the Generate Preview button: A ‘Generate Preview'
request is pending for this application. You may generate another preview when all
pending requests have processed.

» Application Information

* Previewing a Component or Form

8.4 Previewing a Component or Form
IMPORTANT: This topic applies only to multi-project applications.

With the appropriate privilege(s), ASSIST users may view and print previews of an
application's forms or of the individual components of a multi-project application.

8.4.1 Previewing the Current Form

While working on a form of an application, you can open a preview of what that form looks
like as a PDF document.

To preview the form you are working on:
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1. Select the specific form to preview by clicking its tab.
2. From the Actions panel, select the Preview Current Form button.

» Application Information

@ Application Information @

Actions
RETURH TO APPLICATION

MANAGE ACCESS

ADD OPTIOMNAL FORM Sumemary || RER Cover | Cover Page | (s 55tars S MKy Modular || Ressarch
Supplement HP“"""_‘ Parion Budget Plan
- i o~ ol Lo file
( PREVIEW CURRENT FORM ) =

VALIDATE APPLICATION

Research & Related Other Project Information
VIEW STATUS HISTORY - — [

UPDATE SUBMISSION STATUS

COPY APPLICATION

DELETE APPLICATION

3. Select the appropriate option to open the document file.

A PDF version of the specific form is generated and displayed within a new browser
window.

4. Optional: Select the print option to print the PDF or the save option to save the
PDF locally.

5. Close the window displaying the PDF.

8.4.2 Previewing a Component

NOTE: This applies only to multi-project applications.

1. From the Component Information page, select the Preview Current Component
button from the Action section.
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CHAMGE COMPOMENT ORDER

PREVIEW CURRENT COMPOMENT }

VALIDATE COMPOMENT

VIEW STATUS HISTORY

UPDATE COMPOMENT STATUS

j—
Actions @ Admin-Core
RETURN TO APPLICATION Summary [T Cover Page||  Othar Shtes Sy RER Budget  Ressarch
Sug rofect Perton Plan
MAHAGE ACCESS Infar matior Frafile
ADD OPTIOMAL FORM
ADD NEW COMPONENT &= Component Information
DISPLAY COMPONENT STATUS

021-Admin-Core

Update Short H

ame]

Admin-Core

Sample Admin-Core Component for multi-project

S015-01-12 19: 3243 000 AM EST

A PDF version of the component is generated within a new browser window,
showing the component forms and attachments.

NOTE: Application and component summaries and tables of contents are
generated only when previewing the entire application, not for individual

components. Refer to

the help topic titled Generating a Preview of the Entire

Application for information on previewing an entire application.

locally.

Optional: Select the print option to print the PDF or the save option to save the PDF

3. Close the window displaying the PDF.
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9 Introduction to Non-Research Amendments (for Non-
Research Agencies)

Non-research users will utilize the eRA Commons to initiate amendment applications and
the Application Submission System & Interface for Submission Tracking (ASSIST) to
complete and submit applications.

The initial step requires logging in to the eRA Commons environment with the role of
PD/PI (Project Director/Principal Investigator) or SO (Signing Official).

Eligible users will then see the Non-Research option in the main menu ribbon. Selecting
that tab provides access to the Manage Post Award Amendments option which is the
starting point for the initiation and submission process.

U.5. Department of Health & Human Services £ www.hhs.gov

Welcome: Fanny Crosby
- 10 i Commons @ :nﬂgtm;r?lﬁiﬁj\?&5|w OF CANTICO
A program of the National Institutes of Health Roles: Pl POSTOOG

Logout | Contact Us | Help
I Hnn-Ftesear-:h

Home Admin nstituticn ofile Personal Profile  S5tatus  ASSIST  Prior Approval RPPR xTrain  xTRACT Admin Supp eRA Partners
Manage Post Award Amendments

Welcome to the Commons

Please refer to the PD/PI or SO-specific sections for searching for and initiating
amendments for eligible grants.

Once an amendment application has been initiated via Manage Post Award Amendments
in the eRA Commons, the system will open ASSIST and pre-populate the application with
the required forms and select data fields.

ASSIST provides validations and previews to help to minimize submission and review
issues that might otherwise have a detrimental effect on the application.

The topics in this section cover expanded information on this process as well as the
unique forms that may be required.

9.1 Search and Initiate -- PD/PI View

When a user with a PD/PI role selects the Non-Research tab and then the Manage Post
Award Amendments tab, the system will present them with a list of grants eligible for
amendments. This list will only display those grants on which the user is a PD/PI.

A checkbox is available to show expired grants as well and these may also be amended.
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Manage Post Award Amendments

HT9SMBEEE66  SAMHSA 01/01/2020

Home Admin Institution Profile Personal Profile Status ASSIST Prior Approval

Manage Post Award Amendments: Search @
e sy

Grant Federal Project

Number & Agency & Start H
HTO5MO00808  SAMHSA 01/01/2020
HT9SM333333 SAMHSA 01/01/2015

xTrain XTRACT Admin Supp €RA Parners Non-Research

Project Title

SAMHSA Non-Research
Type 1 FOA

SAMHSA Mon-Research
Type 1 FOA

SAMHSA Non-Research
Type 1 FOA

Showing 1 - 6 of total 6

Action

view  [Einitiate.. -

view [Einitiate.. -

Budget Revision
Carryover Request
Change in Scope
Key Personnel
Merger, Transfer, etc
No-Cost Extension
Organization Change

The screen will show buttons in the Action column to Initiate a new amendment

application or to View a previous amendment application if applicable.

Clicking on the Initiate button will open a menu showing the types of amendment options

available.

» Budget Revision

e Carryover Request

» Change in Scope

» Key Personnel

» Merger, Transfer, etc
* No-Cost Extension

e Organization Change

Clicking on one of the menu options will open the ASSIST module and open all of the

forms required for the type of amendment selected.
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Application Information

Required Forms “,Additional Forms

W STAT
— "4
Rt cc2c Cover  Sites Budget MNar Bisdget Construct Lobbying Praject Budget Project Other
Man Construct.  Construct Assurances  Disclosure Abstract Marrative Narrative Harrative
Construct,  Assurances Semmary  Attacheent Attachments
 APPLICATION
L I

% | Application Information

ASSIST will open to the Application Information screen (i.e., Summary tab) showing the
Action options on the left side and tabs for the required forms above the information
section.

Please refer to the core ASSIST Help topics for specific functionality within ASSIST.
However, note that non-research applications may have required forms that are not
standard for research applications. Please see Forms under Non-Research Amendments
for descriptions of forms unique to non-research applications and amendments.

The forms required are added to the applications depending on the funding
announcement and the type of amendment selected. The SF424 and Sites forms are
always required.

Many fields in the SF424 and some other forms are pre-populated; some of those fields
are editable whereas some are read-only. The pre-populated fields have information that
has been transferred into the application from the eRA Commons.

* 1. Type of Submission - (Pre-populated and Read-only)

2. Type of Application, letter (for Revision type), description in Other (if Revision

type "E: Other" is selected) - (Pre-populated and Read-only)

» 3. Date Received - (Automatically populated at the time of submission with the
current date)

» 5. Federal Award Identifier - (Pre-populated and Read-only)

e 8. a-d (Legal name, Tax ID number, DUNS, UEI, and address) - (Pre-populated.
DUNS and UEI are Read-only)

* 10. Name of Federal Agency - (Pre-populated)

» 11. Catalog of Federal Domestic Assistance Number and CFDA Title - (Pre-
populated)
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» 12. Funding Opportunity number and Title - (Pre-populated and Read-only)

» 13. Competition ID Number and Title - (Pre-populated)

» 15. Description of Project - (Pre-populated)

» 16. Applicant and Program/Project - (Pre-populated)

» 17. Start and End Date - (Start Date is Pre-populated and Read-only and End Date
is pre-populated)

18. Estimated Funding. (These fields are pre-populated with "0.00")

NOTE: All fields with an asterisk [*] are required be completed in order to submit the
application.

9.2 Search and Initiate - SO View

From the Non-Research Amendments - View screen in eRA Commons, the SO will select
the amendment actions from the Initiate button in the Action column for the applicable
grant.

NOTE: SAMHSA users who are Business Officials will be given the Signing Official role in
eRA Commons.

Open Search by clicking on the Non-Research tab and then the Manage Post Award
Amendments tab.

The resulting Search screen will provide fields to search by several criteria. If the search
criteria fields are left blank and then the Search button is clicked, a list of all eligible grants
for the organization are displayed.
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Home Admin Institution Profile Personal Profile Status ASSIST Prior Approval RPPR  xTrain xTRACT Admin Supp
eRA Partners | hNon-Research
Manage Post Award Amendments

Manage Post Award Amendments: Search @

Activity @ | activity code ic*e All selected (B) -

Serial #®@ | poonon PD/PI Last Name @ ast name

[ Include Expired Grants )i

Showing 0 to 0 of 0 entries

Grant Federal Project Project Budget Budget Project
Number % Agency % Start % End + Start # End s Title ¥ Action

No data available in table

Once the desired criteria has been entered and the Search button has been clicked, the
resulting list will have an Initiate button and, if there are already amendments for that
grant, a View button. The view option will show a summary of the previous amendments
on that grant.

If the list is long, the SO may also use the Filter tool to find specific grants or grants with
specific criteria (specific PD/PI, for example).

Home Admin Institution Profile Personal Profile Status ASSIST Prior Approval RPPR xTrain xTRACT Admin Supp eRA Partners
Non-Research
Manage Post Award Amendments

Manage Post Award Amendments: Search @

Activity @  activit I¢ Ic*@ SM ~

Serial #@ PD/P| Last Name @

[¥]Include Expired Grants @

Showing 1 - 3 of total 3 (filtered from 42)

Filter:
123 Show 25 E|perpage « »

Grant Federal Project Project Budget Budget
Number & Agency & Start # End & Start # End & Project Title $ Action

H79SM000123 SAMHSA 01/01/2020 12/31/2024 01/01/2020 12/31/2020 SAMHSA Type 1 view | [Einitiate -
Non-Research FOA it
H795M001234  SAMHSA 01/01/2020 12/31/2024 01/01/2020 12/31/2020 SAMHSA Type1 View -Inltlale -

Non-Research FOA

H79SM012345 SAMHSA 01/01/2020 12/31/2024 01/01/2020 12/31/2020 SAMHSA Type1 - . .
Non-Research FOA view  [Einitiate. .
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Once the grant to be amended is located, click on the Initiate button in the Action column
on the row for that grant to see a drop-down menu listing the following amendment
options:

Filter:
[123 Show 25 E| per page « %

Grant Federal Project Project Budget Budget

Number & Agency S Start $ End S Start % End & Project Title $ Action

H795M000123 SAMHSA 01/01/2020 12/31/2024 01/01/2020 12/31/2020 SAMHSA Type 1 o
Non-Research FOA View . Initiate . -

H795M00123¢ SAMHSA  01/01/2020 12/31/2024 01/01/2020 12/31/2020 SAMHSA Type 1 Buaget Revision
Non-Research FOA Carryover Request

H79SM012345 SAMHSA  01/01/2020 12/31/2024 01/01/2020 12/31/2020 SAMHSA Type 1 Change In Scope
Non-Research FOA Key Personnel

Merger, Transfer, etc

No-Cost Extension

Organization Change

« Budget Revision

e Carryover Request

» Change in Scope

» Key Personnel

» Merger, Transfer, etc
* No-Cost Extension

» Organizational Change

Select the most appropriate type. The user will then be taken to ASSIST to begin the post
award amendment application with the amendment-specific forms.

The SF424 and Sites forms are always required for these amendment applications. There
may also be other forms required that are unique to Non-Research applications.
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1 Hide Mavigation 4 Show Help

Application Information @

VALIDATE APPLICATION

VIEW STATUS HISTORY o vt Required Forms iAdditional Forms

UPDATE SUBMISSION STATLIS

HF -
COPY APPLICATION

DELETE APPLICATION

Budget Hon Budget Construct Lobbying Project Budget Project Other
Hon: Construct. Construct. Asiurances Disclosure Abatract Marrative Harrative Narrative
Constrisct. Assurances Sumenary Attachment Attachments

5 | Application Infermation

9.3 Forms

Depending on the funding opportunity and the type of amendment, a combination of the
forms below will be included with the ASSIST application package. Note that all of the
required forms should automatically load into ASSIST for the Notice of Funding
Opportunity Announcement (NOFO) and amendment type selected, but some forms may
be added manually as well.

SF424 -
* Instructions: https://apply07.grants.gov/apply/forms/instructions/SF424 4
0-V4.0-Instructions.pdf

SF424A (Budget Information — Non-Construction Programs) -
* Instructions: https://apply07.grants.gov/apply/forms/instructions/SF424 A-
V1.0-Instructions.pdf

SF424B (Assurances for Non-Construction) -
* Instructions: https://apply07.grants.gov/apply/forms/instructions/SF424B-
V1.1-Instructions.pdf

SF424C (Budget Information for Construction Programs) -
* Instructions: https://apply07.grants.gov/apply/forms/instructions/SF424C
2 0-V2.0-Instructions.pdf

SF424D (Assurances for Construction Programs) -
» Instructions: https://apply07.grants.gov/apply/forms/instructions/SF424D-
V1.1-Instructions.pdf
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SFLLL (Disclosure of Lobbying Activities)
» Instructions: https://apply07.grants.gov/apply/forms/instructions/SFLLL 1
2 P-V1.2-Instructions.pdf

Project Abstract Summary -

» https://apply07.grants.gov/apply/forms/instructions/Project Abstract 1 2-
V1.2-Instructions.pdf

Budget Narrative Attachment -
 https://apply07.grants.gov/apply/forms/instructions/BudgetNarrativeAttachm
ents_1_2-V1.2-Instructions.pdf

Project Narrative Attachment -

« https://apply07.grants.gov/apply/forms/instructions/ProjectNarrativeAttachme
nts 1 2-V1.2-Instructions.pdf

Other Attachments -

» https://apply07.grants.gov/apply/forms/instructions/OtherNarrative Attachmen
ts 1 2-V1.2-Instructions.pdf

Additional information for the forms above can be found in Non-Research Forms.
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10 Non-Research Non-Competing Continuation Overview

SAMHSA grantees are now able to use ASSIST for non-competing continuation
applications (non-research only).

They will initiate the application in eRA Commons and prepare and submit it in ASSIST.

NOTE: If a PD/Pl is not the initiator of a Continuation application, they will not be able to
view or edit the application in ASSIST until an SO (Signing Official) has given them that
permission.

Grantees will be able to track the application in eRA Commons through Status; they will
also be able to manage their entire non-competing continuation process for their grant
using a new Manage Continuations sub-tab in eRA Commons.

Requisite changes will also be made to the Grant Folder.

10.1 Non-Competing Continuation Process

10.1.0.1 How does a PD/PI or BO know when a non-competing continuation
application is due?

1. The PD/Pl and BO are notified via email of the upcoming due date for the required
application. The application package is available three (3) months days before the
due date or six (6) months before the current budget period end date.

a. Areminder email is sent out one (1) month before the due date.

b. If the application has not been submitted by the due date, a late notice email is
sent the next day.

10.1.0.2 How does a PD/PI or BO initiate a non-competing continuation
application?

1. The application is initiated through Commons.
2. Select "Non-Research" and then "Manage Continuations". (click to view)

Home Admin Institution Profile _Personsg - atus  ASSIST  Prior Approval  RPPR xTra.. Hon-Research
Manage Post Award Amendments N

Manage Continuations

Welcome to the Commec.
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3. The PD/PI will be taken to a screen with a hitlist of their grants. From this list, the
PD/PI may sort the applications due by entering that term in the filter field. (click to
view)

Home Admin Institution Profile Personal Profile  Status ASSIST Prior Approval RPPR  Internet Assisled Review xTrain xTRACT Admin Supp
eRA Pariners  Non-Research

Manage Post Award Amendments | Manage Continuations

Pl Hitlist filtered on "due" ]

Manage Continuations: Search g

7] Inciude Expired Segments @

howing 1 to 13 of 13 entries (filtered from 38 total entries)

Show 25 Tlentncs Previous -

% Project Titie % Action s

SAMHSA lest data
PAR-22-2041477507731804
SAMHSA lest data m
PAR-22-2041477597713300

SAMHSA lest data
PAR-22-2041477507737623

Core Federal Project Project Budget Budget PDIPI

Grant # “ Agency + Start # End ¥ Start * End % Name

HT9SM123456  SAMHSA 06/01/2017 05/31/2022 06/01/2017 05/31/2018 BATES
NORMAN

HT95M123123  SAMHSA 06/01/2017  05/31/2022  06/01/2017  05/31/2018 BATES
NORMAN

HTISM000123  SAMHSA 06/01/2017 05/31/2022 06/01/2017 05/31/2018 BATES
NORMAN

SOs will be able to use the search screen to selectively search for grants that are
due. The resulting hitlist will show the results of the search. (click to view SO search
screen and results)

Home Admin Institution Profile Personal Profile  Status ASSIST Prior Approval RPPR  xTrain xTRACT Admin Supp eRA Partners HNon-Research

Manage Post Award Amendments  Manage Continuations [ ]
o SO S CAICISTIEEl HINT:Search by "Due”
Manage Continuations: Search @ Status to filter search
— results only tothose that
Activity @ Ic'e All selected (6] are due.
Serial # 9
PDIPI Last Name © q [ Status @ | pue ]

Open Date From®@ 11yyy B T middiyyyy | B Due Date From @ middryyyy = To

VYY =]
Include Expired Segments.
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Search:

Core
Grant # =
H795M123456

H795M012345

H795M001234

Federal
Agency
SAMHSA

SAMHSA

SAMHSA

LLY

Project
Start ]
06/01/2017

06012017

06/01/2017

[ SO Search Results for"Due" status ]

Showing 1 to 25 of 38 entries

Project
End H
05/31/2022

053112022

051312022

Show 25 -vlentrles Previous 2 Next

Budget Budget

Start * End + PDIPI Name % Status % ProjectTitle < Action %
06/01/2017 05/31/2018 STINGLEY, NORMAN Due SAMHSA test data m
PAR-22-20414775

06/01/2017  05/31/2018 STINGLEY, NORMAN Due SAMHSA test data

PAR-22-20414775

06/01/2017 05/31/2018 STINGLEY, NORMAN Due SAMHSA test data

PAR-22-20414775

4. From the resulting hitlist, click on the View button in the Action column for the grant
that is due. This action will show the list of support years. The year that is eligible for
the continuing application will have a button labeled "Select One" in the Action
column. Select the "Initiate..." option from the Select One drop-down menu to open
the application in ASSIST. (click to view)

Application Information

Continuations: View @

Grant Number: H795M 123456
Project Period: 01/01/2020 - 12/31/2024

Manage Post Award Amendments = Manage Continuations

I\ Back to Search

Organization Name: UNIVERSITY OF NAVIGATIO

Grant Program (PCC):

Search:

2

3

4

5

Support Year « Application# %

Grants.gov
Tracking #

Showing 1 to 4 of 4 entries

ate $ Action(s)

Statu d Qate ¢ Action(s) &
Select One »
Pend !

Initiate...
Pend
Pendiee

5. The Initiate... link will open the continuation application in ASSIST in another
window or tab (depending on the browser configuration) with the necessary forms
preloaded. Other information from the parent application will be preloaded into
some fields as well. (click to view ASSIST screen)

NOTE: Some screens may not display correctly in the Internet Explorer browser
with Compatibility Mode turned on. To ensure that the screens are correctly
displayed, turn off Compatibility Mode or use a different browser.
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.,\/f U.5. Department of Health & Human Services =) eRA Commons =) Home 1) Logout @ HelpDesk ) Contact Us

ame: POSEIDON

Application Submission System & Interface for
Submission Tracking (ASSIST)

Sponsored by the National Institutes of Health

Home > Application Information
1 Show Help

I %4
Actions @ 4 Hide Navigation

Application Information @

ADD OPTIONAL FORM

Tip: Some actions (e.g., Preview Application and Validate Application) are only available from this screen. The
PREVIEW APPLICATION Application Informatio k in the breadcrumbs above can be used to return to this screen.
VALIDATE APPLICATION
ELLUUU NN SF424 Cover Sites Budget - HHS Budget Project
VIEW STATUS HISTORY Hon- Checklist Marrative Harrative
Construct.
UPDATE SUBMISSION
BIALUS 51 Application Information

Application ldentifier: 12333

Continuation

Application

Applicati SAMHSA Doc Images
PD/PI Hame:

Organization:

Project Period:

Status: Work in Progress Submit Application

Status Date: 2017-01-04 01:58:46.000 PM EST

=| Opportunity Infermation:

Jpportunity Number: PA-51-555
Jpportunity Title: SAMHSA TEST Hon-Competing Continuation (Type 5)
Agency: SAMHSA
er: 93.243
Competition ID: SAMHSA-TEST-T5-NCC
Opportunity Open Date: 10/01/2016

Cloes Diage: 10/31/2000

Oeearbunity

6. Proceed to complete the required forms, perform validations, and submit the
application using the normal ASSIST functionality. See the links below for more

information.
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11 Validating the Application

IMPORTANT: This topic is applicable only to multi-project applications.

Before an application can be submitted, it must pass various system and business
validations at both the overall application and individual component levels. Validation
checks are triggered automatically whenever the status of the application or component is
updated by an ASSIST user; however, validation checks can also be run manually if
chosen. ASSIST users can choose to validate the entire application or individual
components as desired. To validate the entire application, a user must have the Entire
Application Editor - All (both Budget and Non-Budget) Access level. To validate a
component, a user must have the Editor - All (both Budget and Non-Budget) Access level
for that component. Refer to the help topic titled Manage Access

11.1 Validating the Entire Application
To perform validations on the entire application:

1. Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

2. Navigate to the Application Information page.

3. Select the Validate Application button under Actions.

The system begins validating the application. If there are errors or warnings, they are
listed on the Application Errors and Warnings Results page, which opens as a separate
window. Errors must be corrected before the application can be submitted.
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With no errors or warnings, a message displays as follows: No errors or warnings were
found.

NOTE: ASSIST does not perform validations on components in Abandoned status.

Refer to the help topic titled Application Errors and Warnings Results for information on
displayed errors and warnings.

11.2 Validating an Individual Component
To perform validations on an individual component:

1. Navigate to the appropriate component by expanding it and selecting it from the
Component Type section of the left-side navigation panel.

2. Select the Validate Component button under Actions.

The system begins to validate the Component. If there are errors or warnings, they are

listed on the Application Errors and Warnings Results page, which opens as a separate
window.

ASSIST cannot perform all validation checks on the application if required components or
required forms are missing. When this occurs, error messages to this effect display on the
Application Errors and Warnings Results page.

If no errors exist and no warnings are necessary, a message displays as follows: No
errors or warnings were found.

IMPORTANT: If you experience difficulties with the Validation function, it may be due
to your browser having a pop-up blocker enabled. To correct this, please ensure you
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include an exception into your browser's security settings, listing the URL as: *.nih* to
allow popups from the NIH.
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12 About Other Transactional Authority (OTA) Awards
12.1 What is an Other Transactions Authority?

An Other Transactions Authority (OTA) allows for Federal Government agencies to enter
into Other Transactions (OTs).

12.2 What is an Other Transaction?

An Other Transaction (OT) is a unique type of legal instrument other than a contract,
grant, or cooperative agreement. Generally, this awarding instrument is not subject to the
FAR, nor grant regulations unless otherwise noted for certain provisions in the terms and
conditions of award. It is, however, subject to the OT authority that governs the initiative
as well as applicable legislative mandates.

12.3 Why are Other Transactions used instead of traditional funding
mechanisms?

Reasons to use an OT may include a combination of the following, among others:
An Other Transactions Authority (statute’s citation);

Need for flexibility to negotiate terms and conditions appropriate for the specific program
requiring fluid implementation;

Nontraditional review and award management practices are needed because the science
is expected to be highly evolving, with requirements for additional aims or expertise
added to, or removed from, the project throughout the term of execution;

Collaborative involvement by the NIH in the technical direction and oversight of the
research, which can be akin to partnering (e.g., participation in progress reviews and
decisions on future efforts or direction; government may be a voting or nonvoting member
of the consortium);

Negotiate intellectual property rights; and/or
Participation sought by nontraditional research recipients, such as:

Patient advocacy organizations, pharmaceutical companies, foreign entities, or other
organizations that are typically not inclined to work with the Federal Government;

Consortia comprised of various entities that collaborate as peers with the NIH to manage
the project and share its costs;

Nonprofit entities that have an interest in the goals of the program; or

Individuals.
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12.4 Where are NIH’s OT Research Opportunity Announcements
located?

Research Opportunity Announcements may be found on NIH institutes, centers, or
initiatives’ websites; the NIH Guide for Grants and Contracts; sam.gov; and other
locations known to industry for the specific research initiative. Additionally, NIH may reach
potential applicants via other means, including but not limited to white papers, oral
presentations, panel pitches, and targeted solicitations.

12.5 How are NIH Other Transactions applications evaluated?

All applications for Other Transactions are required to go through a scientific evaluation or
an objective review. Contents of the evaluation or review are outlined in each Research
Opportunity Announcement. Through a process that involves the thorough and consistent
examination of applications based on an unbiased evaluation of scientific or technical
merit or other relevant aspects of the proposal, each review is performed by persons
expert in the field of endeavor for which support is requested and is intended to provide
advice to the individuals responsible for making award decisions.

12.6 Who to contact for NIH Other Transactions?

Each Research Opportunity Announcement provides the names and contact information
for those leading each initiative. General inquiries about NIH Other Transactions can be
sentto NIHODOTA@nih.gov.

12.7 Initiating an OTA Application
12.7.1 Preparing to Apply

Use these instructions, together with the forms and information found in the funding
opportunity announcement, to complete your application. The Notice of Funding
Opportunity (NOFO) will include specific instruction and forms needed for your application
submission. Remember that the NOFO instructions always supersede these application
instructions.

NIH typically makes awards to organizations, not individuals. At the time of submission,
the Program Director/Principal Investigator (PD/PI) and their organization must be
registered at eRA Commons. In addition to the PD/PI, an individual with the role of
Signing Official (SO) is needed. If an application is awarded, additional registrations (e.g.,
System Award Management) will be required.

OTA applications must be submitted using NIH’s ASSIST web-based application
submission system. Users can access ASSIST directly or through eRA Commons.
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12.7.2 Initiating the Application

Welcome to the Application Submission System & Interface for Submission Tracking
(ASSIST)

[— INITIATE APPLICATION

»

Opportunity Number Go
(Example: PA-XX-XXX or LITC-ABCD-XX-000)

T SEARCH FOR APPLICATION Search Applications

INITIATE OR ACCESS LOAN REPAYMENT APPLICATION (LRP)

d

Initiate or access work in progress application

1. Onthe ASSIST Welcome screen, enter the OTA ROA number in the Opportunity
Number field.

2. Click the Go button. The Initiate Application screen displays.
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Initiate Application for Announcement #: OTA-22-333 @

o ANNOUNCEMENT INFORMATION:

OTA-22-33%

Test O

MNational I f Health
035052022

10/ 16/2028

NIH Contact

Lead Applicant Organization: UNIVERSITY OF CALIFORMIA. SAH DIEGO
Lead Applicant Organization Address: UNIVERSITY OF CALIFORMIA SAN DIEGO

OFFICE OF CONTRALT & GRANT ADMIN, 0934
LA JOLLA, CA 920930621

Contact Project Director/Principal Investigator

Pre-fill Application from Username u

Initiate Application . Cancel |

asterisks (*).

The Application Project Title must be entered.

To prefill the Contact PD/PI fields:

The Initiate Application screen contains several required elements, marked with red

The Lead Applicant Organization must be selected from the drop-down menu.

The fields for the Contact Project Director/Principal Investigator section can be
entered manually or prefilled using an eRA username.
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1. Click the Pre-fill Application from Commons Username button.

2. Enterthe PD/PI's eRA username and click the Submit button. If the user has a
Pl role with the selected Lead Applicant Organization, their name is autofilled. If the
user does not have a Pl role with the selected Lead Applicant Organization, an error
is displayed and you must manually enter the PD/PI's name.

3. Once required fields have been satisfied, click the Initiate Application button to
create an application record.

12.8 OTA Summary Screen

Each application in ASSIST receives a unique Application Identifier at creation. This value
is displayed on the Application Information Summary page and can be used as a search
key on the Search for Applications screen if returning to work on the application at a later
time.

The Summary screen and any constituent forms in the application are loaded as tabs to
the right of the action menu.

Application Information

H h

& | Application Information

( 12224

Announcement Information:
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Actions are available on the left-hand side of the screen. More information about Actions
can be found in the Actionstopic.

Actions

MANAGE ACCESS
ADD OPTIONAL FORM
PREVIEW APPLICATION
VALIDATE APPLICATION
VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

COPY APPLICATION

DELETE APPLICATION

12.9 OTA Form Screen

12.9.1 Completing the Application Form
All fields marked by an asterisk (*) are required.

All attachments should be in the format of a non-fillable PDF. Please be sure the PDFs
you are using are not fillable. If you are unsure whether your document meets the
submission requirement it is recommended to print the document using a PDF writer
(using the Print option and selecting the PDF writer as your printer) or contacting the eRA
Service Desk.

About Other Transactional 336 June 14, 2023


https://www.era.nih.gov/need-help
https://www.era.nih.gov/need-help

ASSIST User Guide

Application Information @

Summary

Application Form
Core v3.0 @

© Pre-Application © Application © Corrected Submission

Prior Submission Tracking
Humber

* Type of Application O Hew © Resubmission

Federal |dentifier

UEI UYTTZTEGS0TY
* Organization Mame UNIVERSITY OF CALIFORMLA, SAN DIEGD

Department

Division
* Street 1 UNIVERSITY OF CALIFORNLA SAN DIEGOD
Street 2 OFFICE OF CONTRACT & GRANT ADMIN, 0934
* Clty La JOLLA
County
State CA; California;
Province
* Country USA: UHITED STATES ;
Zip/Postal Code 920930621

Employer [dentification 1956006 14441

* Descriptive Title of Exploring the Effects of Long-Term Radiation Exposure

Applicant’s Project

4. Project Pe:

* Start Date

* End Date

Enter the Contact PDVPI's contact information below.

Contact PD/PI Hame

1 Marie Curle

Additional PD/PI

Entry # Additional PD/PI Hame
Nothing found to display.

Leadership Plan

Prafix

* First Hame
Middle Hame

* Last Name
Suffix
Position/Title
Department

* Organization Hame
Diviston

* Street 1
Street 2

* City
County

State

Province

Organization
Harme

Organization
Hame

ﬂ Expand All  * Requirec

-
-
-
-
-

Action
Action

Wiew Attachment

-
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1. Click the Core tab to view the OTA application form. The currently active tab will be
highlighted in blue.

2. Click the Edit button to begin data entry. In edit mode, data entry by other users is
blocked until the lock-holder either releases the lock or it expires.

12.9.1.1 Submission Type

If the application is being resubmitted after correcting errors/warning, select the
Corrected Submission radio button and enter the prior submission tracking number as it
appears in the footer of the prior submission.

Type of Application is a required field.
12.9.1.2 Section 1. Applicant Information
Organization Name: This field is required. Enter the name of the organization for the SO.

Contact and Address fields: Enter the field data for the Applicant Organization as each
label indicates. The Organization Name, Street 1, City, and Country are required fields.
The State and ZIP/Postal Code fields will become required upon Country selection of
United States. Note that ZIP/Postal Code must be entered in ZIP+4 (nine-digit postal
code) format. Province is enabled for all non-US countries and required for Canada.

12.9.1.3 Section 2. Employer Identification (EIN) or (TIN)

Enter either the organization’s Taxpayer Identification Number (TIN) or Employer
Identification Number (EIN) as assigned by the Internal Revenue Service. If your
organization is not in the United States, enter 44-4444444 Your EIN may be 12 digits,
and if this is the case, enter all 12 digits.

12.9.1.4 Section 3. Descriptive Title of Applicant’s Project

This field is required. The descriptive title is limited to 200 characters, including spaces
and punctuation.

12.9.1.5 Section 4. Project Period
Enter the proposed date range of the project.

The Start Date is an estimate. The project period should not exceed what is allowed in the
ROA.

The End Date is an estimate and must occur in the future of the Start Date.
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12.9.1.6 Section 5. Project Director/Principal Investigator (PD/PI) Contact
Information

The PD/Pl is the individual responsible for the overall scientific and technical direction of
the project. In the eRA Commons profile, the person listed here must be affiliated with the
applicant organization entered in section 1 Applicant Information.

If submitting an application with multiple PD/Pls, the main or primary PD/PI should be
entered in the first or top section as the Contact PD/PI. The Add Additional PD/PI button
may be used to add other PD/Pls. Following data entry, the user may edit or view the
PD/PI entries; additional PD/PI entries can also be individually removed from the
application.

If the NOFO requires a leadership plan for a multi-PD/PI application, upload the rationale
for choosing a multiple PD/PI approach in PDF format. The governance and
organizational structure of the leadership team and the research project should be
described, including communication plans, processes for making decisions on scientific
direction, and procedures for resolving conflicts. The roles and administrative, technical,
and scientific responsibilities for the project or program should be delineated for the
PD/Pls and other collaborators.

If budget allocation is planned, the distribution of resources to specific components of the
project or the individual PD/Pls should be delineated in the Multiple PD/PI Leadership
Plan. In the event of an award, the requested allocations may be reflected in a footnote on
the Notice of Award.

The leadership plan should be attached as a PDF file. For more details, refer to the PDF
requirements.

Credential, e.g. agency login: enter the eRA Commons user name for the PD/PI. This field
is not required to save the form, however the Commons user Identification is for the
Contact PD/PI at the time of submission.

Complete the personal information for the PD/PI.

Contact and Address fields: Enter the field data for the PD/PI as each label indicates. The
Organization Name, Street 1, City, and Country are required fields. The State and
ZIP/Postal Code fields will become required upon Country selection of United States.
Note that ZIP/Postal Code must be entered in ZIP+4 (nine-digit postal code) format.
Province is enabled for all non-US countries and required for Canada.

Following data entry, Save changes. To return to the main form use ‘Save and Release
Lock’ or click the ‘OTA Core’ breadcrumb under the blue ‘OTA Core’ form tab.

12.9.1.7 Section 6. Business Official Contact Information

Complete the information for the Business Official Contact.
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Contact and Address fields: Enter the field data for the Business Official as each label
indicates. The Organization Name, Street 1, City, Country, and Email are required fields.
The State and ZIP/Postal Code fields will become required upon Country selection of
United States. Note that ZIP/Postal Code must be entered in ZIP+4 (nine-digit postal
code) format. Province is enabled for all non-US countries and required for Canada.

Assurances: The applicant organization is responsible for verifying its eligibility and the
accuracy, validity, and conformity with the most current institutional guidelines of all the
administrative, fiscal, and scientific information in the application, including the Facilities
and Administrative rate. Deliberate withholding, falsification, or misrepresentation of
information could result in administrative actions, such as withdrawal of an application,
suspension and/or termination of an award, debarment of individuals, as well as possible
criminal and/or civil penalties. The signer further certifies that the applicant organization
will be accountable both for the appropriate use of any funds awarded and for the
performance of the grant-supported project or activities resulting from this application.
The grantee institution may be liable for the reimbursement of funds associated with any
inappropriate or fraudulent conduct of the project activity.

Select the | agree check box to provide the required certifications and assurances.
12.9.1.8 Section 7. Estimated Project Funding

Enter the total federal funds, including Direct Costs and F&A (Indirect Costs) requested
for the entire project period.

12.9.1.9 Section 8. Human Subjects

Answer yes or no to the question regarding involvement of human subjects. If yes,
indicate whether the studies are exempt from Federal Regulations. If required by the
ROA, select the Human Subiject Clinical Trial Information Form from the Optional Forms
in the left navigation pane. Follow instruction in the SF424 instruction guide for this
specific form.

12.9.1.10 Section 9. Abstract

The project abstract is a succinct and accurate description of the proposed work. It should
be understandable to a scientifically literate reader. It should include the project’s broad,
long term objectives and description of research design. The abstract is limited to one

page.

The abstract should be attached as a PDF file. For more details, refer to the PDF
requirements.

12.9.1.11 Section 10. Specific Aims

The specific aims should be attached as a PDF file. For more details, refer to the PDF
requirements.
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12.9.1.12 Section 11. Cover Letter

The cover letter is for internal use only. It should be included any special considerations or
explanatory details regarding the submission of the application. The letter should include
the application title.

The cover letter should be attached as a PDF file. For more details, refer to the PDF
requirements.

12.9.1.13 Section 12. Attachments

Attach PDF files in accordance with the NOFO and/or specific instructions using the Add
attachment button. If multiple attachments are added, each should have a unique file
name. The attachments should be attached as a PDF file. For more details, refer to the
PDF requirements.

12.9.2 Saving the Application Form

At the bottom of the form there are several save options:

» Save and Keep Lock - saves data and restricts data entry access to current user
» Save and Release Lock - saves data and releases form to other users

e Cancel and Release Lock - does not save data and releases form to other users

12.10 OTA Application Submission Status
12.10.1 Checking your Application

Cilck the Validate Application button in the Actions pane to check your application for
business errors and warning. Errors must be corrected prior to submission. Warnings will
not stop prevent your application from being submitted.

Click the Preview Application button in the Actions pane to view the PDF version of the
application. This is a view of the assembled image is nearly identical to that the
reviewers/evaluators will assess.

Click the Update Submission Status in the Actions pane button to update the
application status to Ready for Submission. This will also perform additional validations
against business errors prior to changing the status. If you wish to add a comment, enter it
in the Comment field and click the Add Comment button. Otherwise, click the or
continue without adding a comment link to continue.
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12.10.2 Submitting your Application

Once the application has been placed in Ready for Submission status, the Signing Official
will be able to click the Submit Application button. After a confirmation that the SO does
wish to submit the application, it will be sent to NIH for processing. The status can be
viewed and updated by clicking the View Submission Status Details link next to the
application status. Follow the status of your submission in eRA Commons.
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13 Application Errors and Warnings Results

When an application (or component of a multi-project application) fails validation, any
errors and warnings are listed on the Application Errors and Warnings Results page,
which opens as a separate window.

At the top portion of the page, ASSIST displays the application (or component) against
which the validation was run.

The bottom portion of the page displays the errors or warnings found during validation.
While warnings should be reviewed, errors must be addressed in order for an application
to be submitted.

[ Application Errors and Warnings Results @
[
Top Section:
Shows application or
component against which the
3156 validation wasrun.

Opgaor Lunily Humbes : PA-45-6T8

5| Application Information

Emations: Pride & Prejudice
BEMMET, ELIZABETH
UNIVERSITY OF PEMBERLEY

" w

G Errors

Farm Hame Error Message

~""| Bottom Section:
aly one budeet with f SHIOWS any errors or warnings found during
e For Madular Budzet e yralidation.

o weortum s 0125 *Errors must be corrected before

arch Plan The Specific Aim= attac] < bMission.
*Review warmings and address issues if
applicable.

Form Mame Warning Message

Application Errors and Warnings 343 June 14, 2023



ASSIST User Guide

The information on this screen includes:
e Component ID & Title (multi-project applications only)

For multi-project applications, lists the component (Overall or other) for which the
error or warning exists

 Form Name

Lists the form containing the field prompting the error or warning
* Error Message

Explains the issue causing the error or warning

The information in the sections for errors and warnings is sortable by selecting the
up/down arrows next to the table headings. Selecting the arrows sorts the information in
numeric or alphabetic order based on the column heading selected.
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14 Verify Senior/Key Personnel

ASSIST allows a biosketch to be uploaded for each senior/key person entry on a complex
application. Only one biosketch may be submitted per senior/key person in the final
application, even if that person is on multiple components within the application.

Upon updating a component to Final status, ASSIST checks to see whether a biosketch
for a senior/key person exists on another component marked as Final. If a user has added
two or more biosketches for the same Senior/Key Person, ASSIST requests that one of
them be selected as the biosketch to include with the application.

ASSIST considers senior/key person entries to be the same person if the Senior/Key
Person Profile or PD/PI Profile Credentials match. If senior/key person entries exist where
credentials are not provided for both entries, then ASSIST considers senior/key persons
to be a potential match if the First Name, Last Name, and Organization Name match.

When ASSIST finds that a bio-sketch for a senior/key person on the current component
being set to Final potentially matches another senior/key person with a bio-sketch on an
existing Final component, the Select Senior/Key Person page displays prompting you to
indicate whether these are the same person before prompting you to choose which
biosketch to use.

)

Select Senior/Key Person

Senbor/Key Person on 299-Core: A Study Senior/Key Person on other componant Check if they

in Scarlet Fever already marked Final are the same

Conversely, if ASSIST determines that the persons are a definite match, based on the
same entered credentials, the system does not require you to indicate if the persons are
the same, and automatically displays the Select Biosketch page instead.
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Select Biosketch

Biosketch uploaded from another
"*;-.-ninr:l"icy Person Biosketch uploaded for this component component
™ J99-Lore: A Study in Scarlet Fever {::, 949-Core: Pride & Prajudice and
: the Human Psyche

Submit Biosketches | Cancel Status C |

The steps for completing both pages are detailed in the sections that follow.

14.1 ASSIST Identifies Potentially Matched Persons

When ASSIST identifies two key persons as a potential match, the Select Senior/Key
Person page displays. The page includes a table displaying the senior/key person of the
current component (being marked as Final) next to the component previously marked as

Final containing the potentially same senior/key person.

Select Senior/Key Person

T ko o biosketch per o T T t B
T 95 | e e ide { 1 mate hes bo Senior ) Ke
! d f iz Fimal, Ple I B arrect
Senior/Key Person on 29%-Core: A Study Senior/Key Person on other component Check if they
in Scarlet Fever already marked Final are the same
rnan Dayle 43-Core: Pride B Prejudice and the Human
Poyche D

identification Completed | ICRREEISEAESChange)
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1. Ifthe listed senior/key persons are different, leave the Check if they are the same
checkbox unchecked.

Senior/Key Person on 29%-Core: A Study Senior/Key Parson on other component Check if they

in Scarlet Fever already marked Final are the same
s Dawle 45 e: Pride & Prejudice and the Human
Poc b ( f )

Identification Completed | Cancel Status Ch i

-OR-

If the listed senior/key persons are the same person, click the Check if they are
the same checkbox to place a checkmark in the box.

Senior/Key Person on 199 -Core: A Study Senior/Key Person on other component Check if they
in Scarlet Fever already marked Final are the tame

949-Core: Pride & Prejudice and the Humar
;-__ b

ldentiflcaton Completed | Cancel Status Change

NOTE: To cancel the action without completing the identification, click the Cancel
Status Change button and the Continue button on the subsequent confirmation
pop-up message. Selecting the cancel option results in the biosketch selections not
being saved and the component not being updated to Final.

2. Select the Identification Completed button.
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Select Senior/Key Person

iin Scarlet Fever
- ;I"-.l' o .: -’"' and tee I':'I i

Arthur Conan Doele -Lore

'd'-‘“'-iﬁc"“” C-'-‘"‘""’-“‘-

The grantor agency allow b r v Par b uk v
The following Senior/Key Persons have been identified as pote | 0 B

n already rk as Fi L8 i i bEn d

Sanbor ey Person an 299-Core: A Study Senbor/Key Parson on other componsnt Chack i they

already marked Final are the same

The Select Biosketch page displays.

Select Biosketch

Senior/Key Person Eiosketch uploaded for this componant componant

nan Doyle ™y 399-Lore: A Study in Scarlet Fever {::,

of the

Biosketch uploaded from another

949-Core: Pride & Prejudice and

the Human Psyche

Submit Biosketches | Cancel Status C |

3. Continue with the steps detailed below to complete the Select Biosketch page.

14.2 ASSIST Determines that Persons are a Match

ASSIST displays the Select Biosketch page after you indicate that potentially matching
senior/key persons are the same person (on the Select Senior/Key Person page) -OR-

when ASSIST determines that two senior/key persons have the same credentials and are
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therefore a match. This page lists the senior/key person and the titles of the components
containing biosketches for that person. The biosketches are viewable by clicking the
component title, which is displayed as a link.

Select Biosketch

Biosketch uploaded from another
Senior/Eey Person EBiosketch uploaded for this component component

i5-Core: A Study in Scarlet Fever  ~y 949-Core: Pride & Prejudice and
~  the Human Psyche

Submit Biosketches [J Cancel’s .

1.

Optional: Select the component title link listed under Biosketch uploaded for this

component column to view the biosketch for the current component being updated
as Final or the component title link listed under Biosketch uploaded from another
component column to view the biosketch for the component previously set to Final
status.

Biosketch uploaded from another

Senior/Key Person Biosketch uploaded for this component componant

Oy T93-Core: A Study in Scarlet Fever ™y " 349-Core: Pride & Prejudice and"
- ), the Human Psyche

2. Select the biosketch to include in the application by either clicking the radio button

for the current component or the radio button for the previously finalized component.
Selecting the current component indicates that the biosketch for the component
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being finalized should be used for the application, and the other one removed.
Selecting the previously finalized component's radio button indicates that the

biosketch on the component previously set to Final status should be used, and the

one on the current component should be removed.

NOTE: Select the Cancel Status Change button to cancel the action without

selecting a biosketch. Selecting the cancel option results in the biosketch selection

not being saved and the component status not being updated to Final.

. Select the Submit Biosketches button to complete the selection of which
biosketch to submit with the application.

Select Biosketch

Biosketch uploaded from another

Senior /Key Person Biosketch uploaded for this component componant

Core: A Study in Scarlet Fever ¢y 949-Core: Pride & Prejudice and
- the Human Psyche

Submit Biosketches ) CERESLS

The unselected biosketch is removed from the Senior/Key Personnel form the
corresponding component.
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15 Application Submission

When an application is complete, it needs to be submitted to the offering agency using the
submit feature in ASSIST. An application can be submitted when it passes all validations
and the status of the application is Ready to Submit. Only ASSIST users with the
appropriate privileges can submit an application.

Refer to the help topic titled Validating the Application for information on performing
validations.

Refer to the help topic titled Update Application Submission Status for information on
updating the status of an application.

15.1 Submit the Application

Users with the proper privileges may electronically submit the application via ASSIST. In
order for an application to be submitted, the application status must be Ready for
Submission. An application can only be updated to Ready for Submission status when it
has passed all system and business validations.

After submitting, you have a 2 business day application viewing window to check your
assembled application and Revise a Submitted Application. Your application
automatically moves forward to the receipt and referral staff for further processing after
the application viewing window has elapsed unless you explicitly "reject" the application in
eRA Commons Status module.

If you submitted an administrative supplement, a signing official can skip the two day
viewing window by clicking the Verify link in the Status module for the supplement. See
this topic in eRA Commons help for details.

Refer to the steps below for submitting either a multi-project application or a single-project
application as appropriate. Also see Submit, Track and View Your Application.

15.1.1 Submitting Multi-Project Applications
To prepare a multi-project application for submission:

1. Verify that at least one component of the application is in Final status and that the
other components are in either Final or Abandoned status.

2. Verify that the status of the application is All Components Final.

3. Perform validations against the application using the Validate Application button
from the Actions section.
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When an application passes validations, its status is updated to All Components
Validated.

4. Update the application to Ready for Submission using the Update Submission
Status button from the Actions section.

To submit an application:

Only a Signing Official for the Applicant Lead Organization, who is an Authorized
Organizational Representative, can submit the application.

1. With the application in Ready for Submission status, select the Submit Application
button from the Application Information screen. The button is located next to the
Status field and is only enabled when the application is in Ready for Submission
status.

ASSIST prompts the user for the Grants.gov Authorized Organization
Representative (AOR) credentials.

2. Enter the AOR credentials in the Username and Password fields and select the
Enter button.

NOTE: These are the Grants.gov credentials and not the ASSIST or eRA
Commons credentials.

The information is passed from ASSIST to the Grants.gov system for further
processing. In ASSIST, the application is updated to a status of Submitted. The
dates and times of the submission are recorded. These details can be viewed in the
View Status History page. In addition, ASSIST sends notification to the appropriate
parties to inform them that the application has been submitted. This includes the SO
and PD/PL.

15.1.2 Submitting Single-Project Applications
To prepare an application for submission:

1. Optional: Perform validations against the application using the Validate
Application button from the Actions section.

2. Update the application to Ready for Submission using the Update Submission
Status button from the Actions section.

3. Optional: Provide a comment if desired.

To submit an application:
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Only a Signing Official for the Applicant Lead Organization, who is an Authorized
Organizational Representative, can submit the application.

1.

Update the application to Ready for Submission using the Update
Submission Status button from the Actions pane.

ASSIST perform validations when the status is updated. If the application fails
validation, any errors and warnings are listed on the Application Errors and
Warnings Results page, which opens as a separate window. Errors must be
corrected before submitting the application.

IMPORTANT: Although you may submit your application with existing Warnings,
please make sure to review all warnings and correct the necessary items.

With the application in Ready for Submission Status, select the Submit
Application button from the Actions area.

ASSIST prompts you for the Grants.gov Authorized Organization Representative
(AOR) credentials.

Enter the AOR credentials in the Username and Password fields and select the
Enter button.

NOTE: These are the Grants.gov credentials and not the ASSIST or eRA
Commons credentials.

The information is passed from ASSIST to the Grants.gov system for further
processing. In ASSIST, the application is updated to a status of Submitted. The
dates and times of the submission are recorded. These details can be viewed in the
View Status History page. In addition, ASSIST sends notification to the appropriate
parties to inform them that the application has been submitted. This includes the SO
and PD/PI.

See Also

+ Update Component Status

* Update Application Submission Status

+ Validating the Application

¢ View Submission Details
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15.2 View Submission Details

After submitting an application to agency, ASSIST users may view the status details of
the application. Also see Submit, Track and View Your Application.

To view status details:
1. Perform a search to locate and select the application.

The Application Information page displays general information including the
application Status. The Grants.gov Tracking # will be displayed in the
Application Information Summary after Grants.gov has received the submission.

2. Select the View Submission Status Details link located next to the Status of the
application.
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Application Information @

& | Application Information
759

Thie Red Badge of Courage and Other Skin
Disandars

CRAME, STEFHEN

UNNERSITY

ted GIE’W Submission Status Details )

2012-10-25 01:27:13.000 PM EDT

Opportunity Information:

Opportunity Humber: FA-00-000
M Wulli-projact - typical Research Components

Opportunity Title:
Hatonal Insttubes of Health

%3396
MULT]_PROJECT
054 32012
0541 32015

Jare Dos
Sample Contact Ferson

E-mail: JaneDosgpemsad com

Phone: 30H-111-1234

The submission status details display for ASSIST, Grants.gov, and the Agency.
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Application Information @

Applcation ldentifier:
Opportumity Humber:
Project Tithe:

PDUPI Hame:

Grants.pov Tracking £:

Last Status Check

or Status Updates

i)

P A-D0-0010

The Red Badge of Courage and Other Skin Disorders
CRAME, STEPHEN

UNNERSITY

GRANTIN 12345

Thu Qct 25 13:30:53 EOT 2012

ASSIST

Submission Date:
Submitting ADR:
AESIS

A55I15T Submission Status:

Submission Status Date:

Thu Oct 25 13:26:39 EOT 2012
James Joyce
Submitted

Thuy Q¢t 23 122713 EDT 2012

Grants.gov
Grant.gov Tracking #:
Grants.gov Recebead Date:
Grants.gov Processing Status:

Grants.gov Status Date:

GRANTIN 12345
Thu Oet 25 13:27:05 EOT 2012
Received by Agency

Thu Oct 25 13:29:05 EOT 2012

Agency

Wiew any Agency Submission Warnings

Agency Tracking #:

¥ Status:

T

g

Agency Status Date:

Screen Rendered: 12

1234547 [To View Commons Status Details)
PROCESSED

Thu Oet 25 13:30:39 EOT 2012

© 2012 HIH. All Rights Reserve
M2 12:31:14 EST

Version: 2.00.00

d

soreen Id; ASSISTODSZEE1Z1

Application Information

Application information is displayed above the submission status details. This information

includes:
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» Application Identifier
This field displays the unique identifier of the application in ASSIST.
e Opportunity Number

This field displays the Notice of Funding Opportunity number associated with the
application.

» Project Title
This field displays the title of the project associated with the application.
« PD/PI Name
This field displays the name of the Contact Pl for the application.
e Organization
This field displays the lead organization for the application.
» Grants.gov Tracking #

This field displays the Grants.gov tracking number. This field is blank if the
Grants.gov has not yet received the application.

o Last Status Check

This field displays the date and time of the most recent successful request to check
the status, either by a user or by the system.

* Check for Status Updates button
This button is used to perform an update of the status details.
ASSIST
ASSIST Status details include the following:

e Submission Date

This field displays the date and time at which the application was submitted in
ASSIST.
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Submitting AOR

This field displays the name of the ASSIST user who submitted the application,
based on the AOR credentials entered upon submission.

ASSIST Submission Status

This is the ASSIST status of the application.

Submission Status Date

This field displays the date and time at which the latest submission status update
occurred.

Grants.qgov

If information is available, Grants.gov status details include the following:

View Grants.gov Submission Errors link

This link displays if there are submission errors detected at Grants.gov. Select the
link to view a list of errors and warnings from Grants.gov.

Grants.gov Tracking #

This field displays the Grants.gov tracking number. This field is blank if Grants.gov
has not yet received the application.

Grants.gov Received Date

This field displays the date and time at which Grants.gov received the application.
Grants.gov Processing Status

This field displays the latest Grants.gov application processing status.
Grants.gov Status Date

This field displays the date and time at which the latest Grants.gov status update
occurred.

Agency

If information is available, Agency status details include the following:
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» View Agency Submission Errors and Warnings link

This link displays if there are submission errors and/or warnings detected at the
grantor Agency. Select the link to view a list of errors and warnings from the grantor
Agency.

e Agency Tracking #

This field displays the unique identifier for the application given by the grantor
Agency upon receipt of the application. Selecting the tracking number hyperlink
opens the eRA Commons Status Information screen, from which you can view the
agency generated application (e-Application) under the Other Relevant Documents
section.

Status Information @

x Expand All || Collapse Al

1 ROT CA123456-01

Status: Scientific Review Group Project Title: Epigenetic determinants in the chemoradioresistance and
review completed. treatment of Ras mutant lung cancer

Pl Name: ARAMITHEA, JOSEFPH MIH Appl. ID: 7654321 Application ID: 1 R01 CA123456-01
@ Status

@ Other Relevant Documents
e-Application

Appendix1254-Suppl. Table.pdf

eSubmission Cover L etter

© Additions for Review
@ Review
@ Institute/Center Assignment

© Status History

© Reference Letter(s)

NOTE: If you are an unauthorized user, you will receive an error message when you
attempt to access the link.
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» Agency Status

This field displays the latest grantor Agency application processing status.

e Agency Status Date

This field displays the date and time at which the latest grantor Agency status
update occurred.

See Also

¢ View Post-Submission Errors

15.3 View Post-Submission Errors

When an application is submitted, the offering agency performs certain validations
against the application. If errors exist, the application is put into a status of Submission
Errors. ASSIST users with the proper authority can view these errors and make
corrections before re-submitting the application to the Agency. Also see Submit, Track
and View Your Application.

The errors and warnings returned by the Agency and Grants.gov are viewable from the
status detail page for the application. To view post-submission errors on an application:

1. Perform a search to locate and select the application.

2. Select the View Submission Status Details link in the Status field of the
Application Information page.

Application Submission 360 June 14, 2023


https://grants.nih.gov/grants/how-to-apply-application-guide/submission-process/submit-track-view.htm
https://grants.nih.gov/grants/how-to-apply-application-guide/submission-process/submit-track-view.htm

ASSIST User Guide

Application Information @

» | Application Information

2012-10-25 00:27:13.000 PM EDT
=| Opportunity Information:
Gpportunity Humber:

Opportunity Title:

Mational Institutes of Health

The application status details display in a separate window. Refer to the help topic
titted View Submission Details for information about this page. When Grants.gov
post-submission errors exist, the View Grants.gov Submission Errors link
displays. If Agency errors and warnings exist, the View Agency

Submission Errors and Warnings link displays.

3. Select the appropriate link to view the errors and warnings.
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Application Information @
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Grants.gov Tracking 5:
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ASSIST

Submission Date:
Submittng ADR:
ASSIST Submission Stabus:

Submission Status Date:

Thu Oct 25 13:26:39 EOT 2012
James Joyce
Submission Errors

Thu Qet 25 13:27:13 EOT 2012

Grants.gov
View Grants.gev Submizsion Errors
Grant.gov Tracking #:

Grants,gov Recebed Date:
Grants.gov Processing Status:

Grants,gov Status Date:

GRANTIN0123456
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Received by Agency

Thu Dot 25 13:29:05 EOT 2012

Agency

{ View Agency Submission Errors and Warnings '

Agency Tracking #:
Agency Status:

Agency Status Date:

Screen Rendered: 12007720012 12:31:14 EST | Screen |d: ASSISTOOMZE2121

ERRORVAL
Thu Qct 25 13:30:39 E0T 2012

& 2012 HIH. &ll Rights Reserved.

Version: 2.00.00

Application Submission

362

June 14, 2023



ASSIST User Guide

15.3.1 Agency Errors and Warnings Results

The Agency Errors and Warnings Results page shows errors and warnings detected
during application processing by the grantor Agency. The page is divided, showing
Application Information on the top and separate sections for Errors and Warnings
beneath. Errors must be corrected before the application can be re-submitted to Agency.
Applications can be submitted when warnings exist, but those warnings should be
reviewed and considered.

Agency Errors and Warnings Results @

% | Application Information

Oppartunity Mumber:
Errors
Component D & Title Form Hame Error Message
Warnings
Component ID & Title Farm Mame Warnkng Message
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The Errors and Warnings tables include the following fields:

» Component ID & Title (multi-project applications)

This is the component of the multi-project application for which the error or warning
was detected

¢ Form Name

This is the specific form on which the error or warning was detected.

» Error Message or Warning Message

This is the error or warning message. For errors, this message contains details for
the error with guidance for resolving the issue. For warnings, this message provides
further explanation of the warning.

15.4 Revise a Submitted Application

ASSIST users with the authority to edit an entire application may revise an application
even after it has been submitted. This is necessary when an application is in Submission
Errors or Agency Errors status and needs to be corrected and re-submitted. Also see
Submit, Track and View Your Application.

To revise and resubmit an application:

1.

From the Application Information page select the Update Submission Status
button from the Action list.

The Update Status window displays.

Select the Work in Progress status from the Select the new status drop-down
list.

Complete the status update:
a. Enter a commentin the provided text box.

b. Selectthe Add comment button.
-OR-

c. Selectthe link titled or continue without adding a comment to update the
status without entering a comment in the provided text box.

Select the component needing revision from the Component Type section of the
page.
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5. Select the Update Component Status button from the Actions section of the
page.

6. Update the status of the component to Work in Progress by selecting it from the
drop-down box, entering comments, and selecting the Add Comment button.

Once the status of the component is Work in Progress, the appropriate component form
(s) can be updated. Navigate to the appropriate forms, make the changes, and re-submit
the application. Refer to the help topic titled Submit the Application for information on
submitting the application.
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